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CHàPTER I
I .  INTRODUCTION
When t h e  b u s i n e s s  t e a c h e r  a t te m p ts  t o  m easure  th e  
com p eten ce  o f  p u p i l s  f o r  s t e n o g r a p h ic  p o s i t i o n s ,  he i s  
f a c e d  w i t h  a number o f  p r o b le m s  t h a t  seem  t o  d e f y  s o l u t i o n  
and make th e  t a s k  i m p o s s i b l e .  B u s in e s s  e d u c a to r s  a r e  
a g r e e d  t h a t  one o f  th e  u l t i m a t e  o b j e c t i v e s  o f  any  v o c a t i o n a l  
b u s i n e s s  t r a i n i n g  i s  t h e  d ev e lo p m e n t  o f  t h a t  d e g r e e  o f  s k i l l  
w h ic h  i s  r e q u i r e d  on  t h e  j o b ,  b u t  h e r e  th e  agreem en t seems t o  
e n d .  A s tu d y  o f  c u r r e n t  l i t e r a t u r e  on th e  s u b j e c t  o f  s t a n ­
dards f o r  r e s p e c t i v e  s k i l l  c o u r s e s  l e a v e s  one i n  su c h  a d ilem n a  
t h a t  one i s  a lm o s t  te m p te d  t o  c h o o se  a t  random t h a t  s e t  o f  
s ta n d a r d s  w h ic h  i s  m ost  n e a t l y  t a b u l a t e d  on a s i n g l e  p a g e ,  
a d o p t i t  f o r  t h e  c la s s r o o m ,  and s in k  i n t o  a c o m fo r ta b le  r u t .^
Why i s  th e  p ro b lem  o f  s ta n d a r d s  su c h  an i s s u e  i n  th e  
f i e l d  o f  b u s i n e s s  e d u c a t io n ?  A c c o r d in g  t o  N i c h o l s ,
The term s " s ta n d a r d s"  i s  a t r i c k y  o n e .  As u s e d  i n  
b u s i n e s s  e d u c a t io n ,  i t  r a i s e s  many q u e s t i o n s .  For  
what p u r p o se  i s  a s ta n d a r d  s e t ?  Who i s  r e s p o n s i b l e  
f o r  s e t t i n g  s ta n d a r d s ?  S h o u ld  s ta n d a r d s  be f i x e d  
a t  any l e v e l  o r  t im e ,  o r  be  f l e x i b l e  enough  to  
f u n c t i o n  u n d er  any and a l l  l a b o r  c o n d i t i o n s ?  S h ou ld  
s ta n d a r d s  f o r  a g i v e n  c a l l i n g  v a ry  from  p l a c e  t o  
p l a c e ,  and  from  em p lo y e r  t o  e m p lo y e r ,  and from
^Vernon V. Payne and L i l l i a n  E. R o g e r s ,  " V a lid  
S ta n d a r d s  From t h e  L o c a l  S u r v e y ,"  B u s in e s s  E d u c a t io n  Forum, 
6 : 3 3 ,  F e b r u a r y ,  1 9 5 2 .
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b u s i n e s s  t o  b u s i n e s s ?  Or s h o u ld  t h e y  be  u n ifo r m  
r e g a r d l e s s  o f  l o c a t i o n ,  k in d  o f  b u s i n e s s ,  or  
p a r t i c u l a r  e m p lo y e r .%
B u s i n e s s  e d u c a t o r s  have  g e n e r a l l y  a g r e e d  t h a t  gradu­
a t i n g  b u s i n e s s  s t u d e n t s  s h o u ld  be a b le  t o  m eet s ta n d a r d s  o f  
c o m p e te n c e .  When a t t e m p t s  a re  made to  d e f i n e  t h o s e  s ta n d a r d s ,  
d i f f e r e n c e s  o f  o p i n i o n  a r i s e .  How t h e n  i s  th e  b u s in e s s  
t e a c h e r  t o  d e c i d e  what t h e  s ta n d a r d s  s h o u ld  be f o r  th e  
i n d i v i d u a l  s c h o o l  and community?
I I .  THE PROBLEM 
S i n c e  th e  p r im a r y  p u r p o se  o f  v o c a t i o n a l  b u s in e s s  
e d u c a t io n  i s  t h a t  o f  p r e p a r in g  p e o p le  f o r  i n i t i a l  employment  
i n  b u s i n e s s  and f o r  r e a d ju s tm e n t  and advancem ent t h e r e i n ,  
t h e  n e c e s s i t y  t h a t  th e  s c h o o l  p r o v id e  t r a i n i n g  w h ich  th e  
employment m ark et demands h a s  become a p p a r e n t .  Thus, i n  
o r d e r  t o  g a i n  a b e t t e r  u n d e r s ta n d in g  o f  t h e  b u s in e s s  w orld  
f o r  w h ich  you n g  p e o p le  a r e  t r a i n i n g ,  th e  b u s i n e s s  t e a c h e r  
m ust be aware o f  th e  em ploym ent r e q u ir e m e n ts  and p o l i c i e s  
o f  th e  l o c a l  com m unity— th e  p r o c e d u r e s  f o r  h i r i n g  em p lo y e e s ,  
t h e  s ta n d a r d s  o f  s k i l l  p er fo rm a n ce  r e q u ir e d  f o r  th e  i n i t i a l  
j o b ,  and th e  t r a i n i n g  p r e r e q u i s i t e s  f o r  s a t i s f a c t o r y  work 
on th e  j o b .  The f i n a l  a c h ie v e m e n t  o f  s t u d e n t s  i n  th e  
s t e n o g r a p h ic  c o u r s e s  s h o u ld  be a d eq u a te  to  f u l f i l l  th e  
r e q u ir e m e n ts  f o r  b e g in n e r s  i n  th e  l o c a l  a r e a .
F r e d e r i c k  G. N i c h o l s ,  " T ech n iq u es  f o r  D evelopm ent  
and M a in ten a n ce  o f  S ta n d a r d s  from  S t a n d p o in t  o f  Employment,"  
N a t io n a l  B u s in e s s  E d u c a t io n  Q u a r t e r ly , 1 2 : 5 7 ,  March, 1 9 4 4 .
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I n  c o g n iz a n c e  o f  t h e  n eed  f o r  su r v e y s  o f  b u s in e s s  
o c c u p a t io n s  o f  v a r i o u s  t y p e s ,  t h i s  s tu d y  so u g h t  t o  s e c u r e  
in f o r m a t i o n  from  b u s in e s s m e n  c o n c e r n in g  t h e i r  employment 
n e e d s  f o r  s t e n o g r a p h e r s  and to  d i s c o v e r  th e  a r e a s  o f  t r a i n i n g  
w h ic h  h a v e  b een  weak i n  t h e  p a s t .  Recom mendations were t h e n  
made to  im prove  th e  t r a i n i n g  program  a t  M is s o u la  County  
H igh S c h o o l  i n  o r d e r  t h a t  th e  e d u c a t io n a l  u n i t  would be a b le  
t o  f u r n i s h  t o  t h e  community th e  ty p e  and q u a l i t y  o f  w orkers  
t h a t  b u s i n e s s  n e e d s  and d e s i r e s .
S i g n i f i c a n c e  o f  t h e  P r o b le m . The h ig h  s c h o o l  b u s i n e s s  
d ep a rtm en t e x i s t s  p r i m a r i l y  t o  s e r v e  th e  n eed s  o f  b u s i n e s s .  
The s ta n d a r d s  o f  a c h ie v e m e n t  r e q u i r e d  i n  th e  o f f i c e  a re  th e  
t r a i n i n g  s ta n d a r d s  t h a t  th e  s c h o o l  b u s in e s s  departm ent must 
a d o p t .  The n e c e s s i t y  f o r  r e d u c in g  th e  gap b etw een  s ta n d a r d s  
o f  a c h ie v e m e n t  i n  th e  s c h o o l  and i n  th e  b u s i n e s s  o f f i c e  
ca n n o t  be em p h a s ized  to o  s t r o n g l y . 5
E d u c a to r s  and b u s in e s s m e n  have con ced ed  t h a t  th e  
s c h o o l s  s h o u ld  n o t  a t te m p t  to  d e te r m in e  a lo n e  th e  sc o p e  o f  
th e  b u s i n e s s  c u r r ic u lu m .  The p o l i c y  o f  c o - o p e r a t i o n  b etw een  
b u s i n e s s  and t h e  s c h o o l s  i s  th e  o n ly  way t o  keep  a b r e a s t  
o f  th e  c h a n g in g  demands o f  b u s i n e s s .  As th e  n e e d s  o f  th e  
o f f i c e  change and ex p a n d , th e  a im s and s ta n d a r d s  o f  th e  
c la s s r o o m  s h o u ld  change to  c o i n c i d e  w i t h  th e  r e q u ir e m e n ts  
o f  p r o s p e c t i v e  e m p lo y e r s .
^ S te p h e n  J .  T u r i l l e ,  P r i n c i p l e s  and Methods i n  B u s in e s s  
E d u c a t io n  ( S t a u n t o n ,  V i r g i n i a ;  McClure P r i n t i n g  Company, 
1 9 4 9 ) ,  p .  2 3 .
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Haynes and Graham h a v e  t h i s  t o  s a y  r e g a r d in g  th e
im p o r ta n c e  o f  th e  l o c a l  s u r v e y .
Community and o c c u p a t i o n a l  s u r v e y s  a r e  th e  means u se d  
f o r  g a i n i n g  a b e t t e r  u n d e r s t a n d in g  o f  th e  b u s in e s s  
w o r ld  f o r  w h ic h  you n g  p e o p le  a r e  t r a i n i n g — th e  k in d  o f  
jo b s  w h ic h  may be f i l l e d  by b o y s  and g i r l s  j u s t  ou t  
o f  s c h o o l ,  th e  s ta n d a r d s  demanded by b u s i n e s s ,  and th e  
t r a i n i n g  p r e r e q u i s i t e  t o  th e  s a t i s f a c t o r y  f i l l i n g  o f  
e a c h  j o b .*
Haynes and Graham f u r t h e r  s t a t e  t h a t  n o t h in g  can ta k e  
th e  p l a c e  o f  t h e  l o c a l  s u r v e y .  B u s in e s s  o p p o r t u n i t i e s  and 
cu stom s i n  i n d i v i d u a l  s e c t i o n s  o f  th e  c o u n tr y  d i f f e r  g r e a t l y .  
The l o c a l  s u r v e y  f u r n i s h e s  p e r t i n e n t  d a ta  upon w h ich  t o  b a se  
b u s i n e s s  c o u r s e s  and a l s o  adds t o  th e  r e s p e c t  o f  th e  community
5
f o r  b u s i n e s s  e d u c a t io n .
A c c o r d in g  t o  Payne and R o g e r s ,
S ta n d a r d s  a r e  v a l i d  o n ly  i n  so  f a r  a s  th e y  m easure  
e m p l o y a b i l i t y ,  w h ich  i s  a r e l a t i v e  term  d epend ing  upon  
a number o f  f a c t o r s ;  n a m ely ,  th e  s i z e  and l o c a t i o n  o f  
th e  com m unity, th e  t y p e s  o f  o f f i c e s ,  th e  number o f  
em p lo y e es  i n  e a c h ,  and th e  econ om ic  p e r io d  i n  w h ich  
em ploym ent i s  d e s i r e d .  T hese  f a c t o r s  make th e  d e te r m i­
n a t i o n  o f  s ta n d a r d s  a p rob lem  w h ich  can  be approached  
s a t i s f a c t o r i l y  o n ly  th r o u g h  a s tu d y  o f  e x i s t i n g  l o c a l  
c o n d i t i o n s . 6
I n  th e  p a s t ,  t o o  many b u s i n e s s  e d u c a to r s  have a t te m p te d  
t o  g a t h e r  and f o r m u la t e  m a t e r i a l s  and c o u r s e s  from t e x tb o o k s  
a lo n e  r a t h e r  th a n  from  th e  f i e l d  i n  w h ich  th e  s t u d e n t s  s e e k
B enjam in  R. Haynes and J e s s i e  Graham, R e se a r c h  i n  
B u s in e s s  E d u c a t io n  (Los A n g e le s :  C. G. C raw ford, 1 9 3 2 ) ,
p .  9 4 .
^ I b i d , p .  9 5 .
®Payne and R o g e r s ,  l o c .  c i t .
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em ploym ent. By u s i n g  t h i s  p r a c t i c e  a l o n e ,  t h e  t e a c h e r  can  
q u i c k l y  l o s e  c o n t a c t  w i t h  th e  a c t u a l  p rob lem s and t e c h n iq u e s  
o f  th e  b u s i n e s s  o f f i c e .  B ecause  e d u c a t io n  must be more 
dynamic th a n  f o r m e r ly ,  t h e  t im e h as  come when th e  t e a c h e r  
ca n n o t  s o l v e  a l l  o f  h i s  own p r o b le m s .  A s u c c e s s f u l  b u s in e s s  
e d u c a t io n  program  i n  a  t u r b u l e n t  w o r ld  i s  su c h  a com plex and 
b r o a d ly  s w e e p in g  p ro b lem  t h a t  i t  m ust be d e v e lo p e d  th ro u g h  
th e  e f f o r t  o f  a l l  who a r e  e i t h e r  d i r e c t l y  o r  i n d i r e c t l y
7
i n v o l v e d .
•*We f a i l  t o  r e a l i z e  t h a t  i t  i s  n o t  our j o b , ” sa y s  
P in c h ,  ”t o  t e l l  t h e  b u s in e s sm a n  what he w ants  i n  term s o f  
v o c a t i o n a l  p r o f i c i e n c y .  We n eed  h i s  a d v ic e  on t h a t  p o i n t , ”® 
A r c h e r ,  K e i t h l e y  and P r ic e  have a l s o  su p p o r te d  th e  
id e a  t h a t  t h e r e  i s  much t h a t  a l e r t  b u s i n e s s  e d u c a to r s  can  do 
i f  t h e y  w i l l  c o - o p e r a t e  w i t h  th e  r e p r e s e n t a t i v e s  o f  b u s i n e s s .  
I n s t r u c t i o n  can  be im p ro v e d  o n ly  i f  what i s  known about  
s ta n d a r d s  i s  a d a p te d  on t h e  l o c a l  l e v e l  to  th e  l o c a l  n e e d s .^
^ F o s t e r  W. L o so ,  C e c i l  P u c k e t t ,  and George T. W alker,  
’’I n t e r p r e t i n g  B u s in e s s  E d u c a t io n  to  th e  Community Through  
P r o f e s s i o n a l  C o n t a c t s , ” Community C o - o p e r a t io n  i n  B u s in e s s  
E d u c a t io n , The A m erican  B u s in e s s  E d u c a t io n  Y earb ook , V o l .  I ,
(New Y ork: The E a s t e r n  B u s in e s s  T e a c h e r s  A s s o c i a t i o n  and The
N a t io n a l  B u s i n e s s  T e a c h e r s  A s s o c i a t i o n ,  1 9 4 4 ) ,  p .  2 5 5 .
^ R ob ert P in c h ,  ’’S ta n d a r d s  i n  B u s in e s s  E d u c a t io n  Prom th e  
S t a n d p o in t  o f  t h e  S c h o o l , ” N a t io n a l  B u s in e s s  E d u c a t io n  Q u a r t e r ly , 
1 2 : 4 8 ,  March, 1 9 4 4 .
9p red  C. A r c h e r ,  ’’What Are You W a it in g  F o r ? ” , B u s in e s s  
E d u c a t io n  Forum, 9 ; 6 ,  May, 1955;  Erwin M. K e i t h l e y ,  ’’Good 
O f f i c e  S t a n d a r d s , ” B u s in e s s  E d u c a t io n  Forum, 7 : 9 ,  May, 1953;  
W ilm oth C. P r i c e ,  ’’B u s in e s s  P o l i c i e s  D is c o v e r e d  i n  a L o ca l  
S t e n o g r a p h ic  S u r v e y , ” B u s in e s s  E d u c a t io n  Forum, 6 : 2 1 ,  May, 1 9 5 2 .
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The o b j e c t i v e s  and s ta n d a r d s  s e t  up as a r e s u l t  o f  
r e s e a r c h  by  any e x p e r t  or  c o m b in a t io n  o f  e x p e r t s  i n  th e  
b u s i n e s s  f i e l d  ca n n o t  f u r n i s h  th e  i n d i v i d u a l  t e a c h e r  w i th  a  
s ta n d a r d  y a r d s t i c k  by w h ic h  he may e v a l u a t e  h i s  t e a c h in g  
s u c c e s s .  S u g g e s t i o n s  ta k e n  from  a u t h o r i t i e s  m ust be s u p p le ­
m ented  by c o n c l u s i o n s  drawn from  th e  l o c a l  s u r v e y  i n  o rd er  
to  d e te r m in e  th e  p r o p e r  em p h asis  t o  be p l a c e d  upon d i f f e r e n t  
p h a s e s  o f  t r a i n i n g .
A c c o r d in g  t o  a s tu d y  made i n  B o sto n  by B e t t i ,  th e
im p o rta n ce  and v a l u e  o f  t h e  l o c a l  s tu d y  was s t r e s s e d .
. . .  i t  i s  v e r y  d i f f i c u l t  t o  c o n s t r u c t  an ad eq u ate  
b u s i n e s s  c u r r ic u lu m ,  t o  e q u ip  a b u s i n e s s  d ep a rtm en t,  or  
t o  s e t  up s ta n d a r d s  o f  a c h ie v e m e n t  t h a t  w i l l  a d e q u a te ly  
m eet th e  n e e d s  o f  a p a r t i c u l a r  community, w ith o u t  f i r s t  
i n v e s t i g a t i n g  t h o s e  n e e d s .  S i m i l a r l y ,  i t  i s  im p o s s ib l e  
t o  a s c e r t a i n  th e  c h a r a c t e r  o r  e x t e n t  o f  t h e  d e f i c i e n c i e s  
o f  an  e d u c a t i o n a l  s y s te m  w i t h o u t  s o l i c i t i n g  th e  o p in io n  
o f  e m p lo y e r s  o f  t h e  p r o d u c t  o f  t h a t  s y s te m  who are  i n  
th e  b e s t  p o s i t i o n  t o  d i s c o v e r  t h o s e  w e a k n e s s e s .H
The s t u d e n t  w i l l  b e n e f i t  from  r e s e a r c h  w h ich  d e t e r ­
m in es  minimum em ploym ent s t a n d a r d s .  P ark er  L i l e s  d e s c r ib e s  
th e  a f f e c t  on  t h e  s t u d e n t  o f  th e  s e t t i n g  o f  common g o a l s  i n  th e  
s c h o o l  and th e  o f f i c e .  He b e l i e v e s  t h a t  as  a r e s u l t  o f  t h i s  
p r a c t i c e :
lO payne and R o g e r s ,  l o c . c i t .
^^Ida-M aria  B e t t i ,  "A S u rvey  o f  128 G r e a te r  B o sto n  
B u s in e s s  F irm s t o  D eterm in e  Some o f  th e  D e f i c i e n c i e s  o f  
New O f f i c e  E m p lo y e e s” (u n p u b l is h e d  M a s te r ' s  t h e s i s ,  B oston  
U n i v e r s i t y ,  B o s to n ,  M a s s a c h u s e t t s ,  1 9 5 4 ) ,  p .  5 - 6 .
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F a i lu p e  i n  b e g in n in g  jo b s  iivould be e l i m i n a t e d  or  
m a t e r i a l l y  r e d u c e d .  The t r a n s i t i o n  from th e  s c h o o l  
s i t u a t i o n  t o  th e  o f f i c e  w ou ld  be sm ooth and p l e a s a n t .
Prom t h e  p o i n t  o f  v ie w  o f  th e  s c h o o l s ,  one o f  th e  
m ost im p o r ta n t  a s p e c t s  o f  th e  m easurem ent o f  jo b  com petence  
i s  t h a t  i t  s e r v e s  a s  a means o f  e v a l u a t i n g  th e  e f f e c t i v e n e s s  
o f  th e  p rogram , o f  v a l i d a t i n g  t h a t  p a r t  o f  th e  c u r r ic u lu m  
t h a t  aims a t  v o c a t i o n a l  p r e p a r a t i o n ,  and o f  i n d i c a t i n g  
th e  a r e a s  i n  w h ic h  im provem ents  s h o u ld  be made.
The im p o r ta n c e  o f  w o rk in g  w i t h  th e  b u s in e ssm e n  o f  th e  
community th r o u g h  p r o f e s s i o n a l  c o n t a c t s  has been  summed 
up a p p r o p r i a t e l y  i n  t h i s  q u o t a t i o n .
The fa r m e r  w o u ld  so o n  f a c e  s t a r v a t i o n  were he t o  
g i v e  no c a r e  t o  t h e  s o i l  i n  w h ic h  he must p l a n t  h i s  
s e e d .  L i k e w i s e ,  t h e  r o o t s  o f  e d u c a t io n  a re  p la n t e d  
and grow o r  w i l t  i n  th e  sa n d ,  t h e  loam , and th e  
l e d g e s  o f  th e  com ra u n ity .l3
P u rp o se  o f  th e  S t u d y . When th e  i n v e s t i g a t o r  jo in e d  
th e  f a c u l t y  a t  M is s o u la  County H igh  S c h o o l  i n  1 9 5 3 ,  th e  
Com mercial D ep artm en t had no a v a i l a b l e  recommended s ta n d a r d s  
o f  a c c o m p lish m e n t  f o r  s t u d e n t s  c o m p le t in g  th e  se c o n d  y e a r  o f  
s t e n o g r a p h ic  t r a i n i n g .  The p rob lem  o f  d e te r m in in g  a m easure  
o f  v o c a t i o n a l  co m p eten ce  w h ic h  w ou ld  m eet th e  n eed s  o f  
th e  community became a p p a r e n t .  A f t e r  c o n s id e r a b le  r e a d in g
^^P arker L i l e s ,  “R e s p o n s i b i l i t i e s  o f  th e  C ity  
S u p e r v i s o r  f o r  D e te r m in in g  S t a n d a r d s ,” B u s in e s s  E d u c a t io n  
Porum, 5 : 2 0 ,  May, 1 9 5 1 .  '
^ ^L oso , P u c k e t t ,  and W alker , o £ .  c i t . ,  p p .  2 4 8 -2 4 9 .
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i n  th e  f i e l d ,  t h e  i n v e s t i g a t o r  came t o  th e  c o n c lu s io n  t h a t  
a n eed  e x i s t e d  f o r  a s t u d y  on  t h e  l o c a l  l e v e l ,  s i n c e  no 
d e f i n i t e  n a t i o n a l  s ta n d a r d s  had b e e n  e s t a b l i s h e d  upon w h ich  
a u t h o r i t i e s  c o u ld  a g r e e .  Such  a s tu d y  w ould  h e lp  t o  e s t a b l i s h  
a f o u n d a t io n  f o r  th e  e v a l u a t i o n  o f  th e  t r a i n i n g  program  o f  
M is s o u la  County H igh  S c h o o l .
I n  summary, t h e  i n t e r v i e w  m ethod was u se d  t o  g a th e r  
d a ta  from  s e l e c t e d  M is s o u la  b u s in e s sm e n  i n  an e f f o r t :
1 .  To d e te r m in e  t h e  b a s i s  o f  i n i t i a l  em ploym ent.
2 .  To d i s c o v e r  from  e a c h  em p loyer  w h eth er  some form  o f
employment t e s t  was u s e d .
3 .  To d e te r m in e  s k i l l  r e q u ir e m e n ts  f o r  th e  i n i t i a l  j o b .
4 .  To r e s o l v e  th e  m ost common d e f i c i e n c i e s  o b se r v e d
i n  new e m p lo y e e s  r e g a r d in g  m e c h a n ic a l  s k i l l s .
5 .  To d e te r m in e  th e  k in d s  o f  b u s i n e s s  m ach in es  commonly 
u s e d  and c o n s id e r e d  d e s i r a b l e .
6 .  To f i n d  o u t  w h e th e r ,  i n  th e  o p in io n  o f  t h e  b u s in e s sm a n ,  
th e  s c h o o l  was p r o v i d i n g  g r a d u a t e s  w i t h  a d eq u a te  v o c a t i o n a l  
t r a i n i n g .
7 .  To e l i c i t  s u b j e c t i v e  comments from  th e  r e s p o n d e n ts  
w h ic h  w o u ld  be o f  u s e  i n  im p r o v in g  th e  p r e p a r a t io n  o f  s t u d e n t s  
and i n  u n d e r s t a n d in g  t h e  p ro b lem s o f  th e  o f f i c e .
A s s u m p t io n s '. F or t h e  p u r p o se s  o f  t h i s  s tu d y ,  th e  
f o l l o w i n g  a s s u m p t io n s  w ere  made and f o l l o w e d  th r o u g h o u t  th e  
s tu d y  and i n  th e  f o r m u l a t i o n  o f  c o n c l u s i o n s :
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1* E m p loyers  had d e f i n i t e  employment s ta n d a r d s  w hich  
th e y  c o n s id e r e d  d e s i r a b l e  and upon w h ic h  th e y  r e l i e d  as  a 
b a s i s  f o r  em ploym ent.
2 .  Such em ploym ent s ta n d a r d s  w ere b a se d  on s u c c e s s  o f  
h i r i n g  s t e n o g r a p h ic  p e r s o n n e l  and w ere an ad eq u ate  m easure  
o f  a b i l i t y .
3 .  The a s su m p t io n  vis.s made t h a t  th e  i n t e r v i e w ,  w hich
was c a r r i e d  on w i t h  an i n t e r v i e w  g u id e ,  m easured  s a t i s f a c t o r i l y  
f o r  t h i s  s tu d y  th e  d e s i r a b l e  employm ent s ta n d a r d s  i n  th e  
s e l e c t e d  M is s o u la  b u s i n e s s  f i r m s .
4 .  S i m i l a r  s t u d i e s  i n  o t h e r  l o c a l i t i e s  w ere a v a i l a b l e  
w h ich  p e r m i t t e d  a d eq u a te  c o m p a r iso n s  o f  th e  f i n d i n g s  o f  
th e  s t u d y .  S u ch  co m p a r iso n s  p r o v id e d  a check a s  t o  th e  
v a l i d i t y  o f  m e th o d o lo g y  and f i n d i n g s .
L i m i t a t i o n s  o f  t h e  S t u d y .
1 .  No a t te m p t  was made to  s e l e c t  a random sam ple o f  th e  
b u s i n e s s  f i r m s  i n  M is s o u la  t h a t  c o u ld  be r e g a r d e d  a s  y i e l d i n g  
r e p r e s e n t a t i v e  s ta n d a r d s  and p r a c t i c e s  f o r  th e  w h ole  community.
2 .  The s u c c e s s  o f  th e  s tu d y  depended  upon t h e  c o m p le te ­
n e s s  o f  th e  i n t e r v i e w  g u id e  and th e  s u c c e s s  o f  th e  i n t e r v ie w e r  
i n  s e c u r i n g  a c c u r a t e  r e p l i e s .
3 .  C o n s id e r a t i o n  was l i m i t e d  to  v o c a t i o n a l  s k i l l s .  No 
c o n s i d e r a t i o n  was g i v e n  t o  th e  d eve lop m ent o f  d e s i r a b l e  
p e r s o n a l i t y  t r a i t s .
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4 .  S ta n d a r d s  f o r  employm ent were t h o s e  s ta n d a r d s  
c o n s id e r e d  f o r  b e g in n in g  s t e n o g r a p h ic  p o s i t i o n s  and were  
c o n s id e r e d  as minimum s t a n d a r d s .
5 .  S in c e  no o f f i c e  m a c h in e s ,  e x c e p t  th e  manual t y p e w r i t e r ,  
were i n c l u d e d  i n  t h e  t r a n s c r i p t i o n  program , th e  o f f i c e  m ach in es  
a r e a  was c o v e r e d  o n ly  a s  s u g g e s t i o n s  on th e  p a r t  o f  b u s in e ssm e n  
as t o  th e  k n o w led g e  t h e y  deemed d e s i r a b l e ,  though  n o t  n e c e s ­
s a r i l y  r e q u i r e d ,  f o r  em p loym en t.
6 .  There was no way o f  a s c e r t a i n i n g  from th e  data  
a v a i l a b l e  w hat d i f f e r e n c e s  e x i s t e d  b e tw e e n  r e q u ir e m e n ts  as  
s t a t e d  by t h e  r e p r e s e n t a t i v e s  and r e q u ir e m e n ts  a c t u a l l y  
o b s e r v e d  i n  th e  p r a c t i c e  o f  e m p lo y in g  s t e n o g r a p h e r s .  I t  
must be a d m it t e d  t h a t  im p o r ta n t  d i f f e r e n c e s  may have e x i s t e d  
b etw een  p r a c t i c e s  aS d e s c r i b e d  and a s  a c t u a l l y  a p p l i e d  i n  th e  
h i r i n g  s i t u a t i o n .
D e f i n i t i o n  o f  T erm s. Words w h ich  had s p e c i a l  m eaning  
f o r  t h i s  s t u d y  w ere:  (1 )  s t e n o g r a p h e r ,  (2 )  s ta n d a r d ,
(3 )  t r a n s c r i p t i o n ,  (4 )  p r o d u c t io n ,  (5 )  n e t  w ords, and 
(6 )  v o c a t i o n a l  c o m p e te n c e .  For p u r p o s e s  o f  c l a r i t y ,  th e  
f o l l o w i n g  d e f i n i t i o n s  w ere a s s i g n e d  to  e a c h .
A s t e n o g r a p h e r  was c o n s id e r e d  as  one who ta k e s  d i c t a t i o n  
i n  sh o r th a n d  o f  c o r r e s p o n d e n c e ,  r e p o r t s ,  and o t h e r  m a tte r  and  
t r a n s c r i b e s  d i c t a t e d  m a t e r i a l ,  w r i t i n g  i t  ou t i n  longhand or  
u s i n g  a t y p e w r i t e r .  She may p er fo rm  a v a r i e t y  o f  r e l a t e d
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c l e r l c a l  d u t i e s .
A s t a n d a r d  was c o n s id e r e d  a s  a s ta t e m e n t  o f  an
e d u c a t i o n a l  g o a l  or  o b j e c t i v e .
T r a n s c r i p t i o n  was c o n s id e r e d  t o  be th e  a c t  o r  p r o c e s s
o f  r e p r o d u c in g  i n  lo n g h a n d  o r  on t h e  t y p e w r i t e r  m a t e r ia l
ta k e n  from  d i c t a t i o n  i n  s h o r t h a n d . F o r  p u r p o se s  o f  t h i s
s tu d y ,  t r a n s c r i p t i o n  was c o n s id e r e d  a s  m achine t r a n s c r i p t i o n ,
i . e . ,  t r a n s c r i p t i o n  on th e  t y p e w r i t e r .
The w ord , p r o d u c t i o n , a c q u ir e d  a s p e c i a l i z e d  m eaning
i n  t h e  t e a c h i n g  o f  t y p e w r i t i n g  and o f  t r a n s c r i p t i o n — a
m eaning  w h ic h  was n o t  g i v e n  i n  W e b ste r ’ s d i c t i o n a r y .  The
word, p r o d u c t io n ,  r e f e r r e d  to  c la s s r o o m  e x e r c i s e s  w hich
came a s  c l o s e  a s  p o s s i b l e  t o  th e  r e a l  work o f  an o f f i c e ,  as
o p p o sed  t o  mere p r a c t i c e  d r i l l s .  The word r e f e r r e d  to  a
17q u a n t i t y  o r  a h e a v y  f lo w  o f  su c h  s im u la t e d  o f f i c e  work.
^ ^ D i v i s i o n  o f  S ta n d a r d s  and R e s e a r c h ,  D i c t i o n a r y  o f  
O c c u p a t io n a l  T i t l e s ,  P a r t  I  (W ash in gton : Government P r i n t i n g
O f f i c e ,  1 9 3 9 ) ,  p .  8 3 6 .
^^Carter V. Good, D ic t io n a r y  o f  E d ucation  (Few York: 
McGraw-Hill Book Company, I n c . ,  194577  P» 38 6 .
IGi b i d , P . 4 3 0 .
L o u is  A. L e s l i e ,  Methods o f  T ea c h in g  T r a n s c r i p t i o n , 
(New Y ork: M cG raw -H ill Book Company, 1 9 4 9 ) ,  p . 33'..
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words ty p e d  by  a p e r s o n  i n  a g i v e n  l e n g t h  o f  t im e ,  minus a 
d e d u c t io n  f o r  e r r o r s  i n  s p e l l i n g  and o th e r  m i s t a k e s . A  
s ta n d a r d  word i n  t y p e w r i t i n g  was c o n s id e r e d  a u n i t  o f  f i v e  
s t r o k e s  (w h eth er  on l e t t e r  k e y s  o r  on th e  sp a c e  bar) u se d  
a c c o r d in g  t o  t h e  i n t e r n a t i o n a l  t y p e w r i t i n g  c o n t e s t  r u l e s .
I I I .  PROCEDURES
C o l l e c t i o n  o f  D a t a . The i n i t i a l  s t e p  ta k e n  was a 
s u r v e y  o f  r e l a t e d  l i t e r a t u r e  i n  th e  f i e l d  to  a s c e r t a i n  th e  
o p in io n s  and recom m end ation s  o f  l e a d i n g  b u s in e s s  e d u c a t o r s .
The d e s c r i p t i v e - s u r v e y  m ethod  o f  r e s e a r c h  was s e l e c t e d
f o r  u s e  i n  g a t h e r i n g  d a ta  from  b u s in e s sm e n  i n  th e  b e l i e f  t h a t
i t  w ou ld  y i e l d  th e  m ost in f o r m a t i o n  on c o n d i t i o n s  as th e y
e x i s t e d  i n  a c t u a l  p r a c t i c e .  A c c o r d in g  to  Good and S c a t e s ,
One may have  g o a l s  t o  w h ic h  he  a s p i r e s ;  t o  make p la n s  f o r  
r e a c h i n g  t h e s e  g o a l s ,  he m ust f i n d  ou t what th e  p r e s e n t  
s i t u a t i o n  i s ,  i n  o r d e r  t o  know where t o  b e g i n .  A su rv ey  
o f  p r e s e n t  c o n d i t i o n s  i s  an  e s s e n t i a l  g u id e  t o  o n e ’ s 
t h i n k i n g ,  w h e th e r  i n  e v a l u a t i n g  th e  co u rse  he i s  now 
f o l l o w i n g ,  o r  i n  em barking on a new v e n t u r e .  For any 
p u r p o s e ,  th e  s t a r t i n g  p o i n t  i s  im p o r ta n t .
Good and S c a t e s  f u r t h e r  s t a t e  t h a t  th e  s u r v e y  p r e s e n t s
a u n iq u e  o p p o r t u n i t y  t o  do two t h i n g s :
(1 )  t o  e s t a b l i s h  th e  v a lu e  o f  f a c t s  or to  show t h e i r  v a lu e ,  
so  t h a t  r e g u l a r  r e p o r t s  may th e n  l a t e r  be c a l l e d  f o r ;
^®Good, 0 £ .  c i t . ,  p .  2 7 2 .
l^ibid, p. 337.
20 C a r te r  V. Good and D o u g la s  E. S c a t e s ,  Methods o f  
R e s e a r c h  ( New Y ork; A p p le t o n - G e n t u r y - C r o f t s , I n c . ,  T95'iT, p. 255.
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(2 )  t o  c e n t e r  a t t e n t i o n  on t h e  m ost im p o r ta n t  t h in g s  
t o  be r e p o r t e d  .  •
The s u r v e y  m ethod  h e l p s  t o  f o c u s  a t t e n t i o n  on n eed s
t h a t  m ig h t  o t h e r w i s e  rem ain  u n o b se r v e d  f o r  some t im e .  Survey
e v id e n c e  may d i r e c t  a t t e n t i o n  t o  c u r r e n t  t r e n d s  and p erm it
t h e  e v a l u a t i o n  and d i r e c t i o n  o f  t h e s e  new t e n d e n c ie s  i n  th e
p r o c e s s  o f  t a k in g  s h a p e .
A f t e r  s t u d y in g  t h e  v a r io u s  m ethods o f  g a t h e r in g  d a ta ,
th e  i n v e s t i g a t o r  d e c id e d  upon th e  i n t e r v i e w  g u id e  a s  th e
In s tr u m e n t  t o  be u s e d  i n  t h e  s t u d y .  Althoughrnaqy methods
o f  c o n d u c t in g  s u r v e y s  e x i s t e d ,  th e  u s e  o f  th e  in t e r v i e w
g u id e  i s  recommended by C a l la n  f o r  two r e a s o n s .
F i r s t ,  th e  u s e  o f  s t a n d a r d iz e d  q u e s t i o n s  w i l l  g iv e  
d i r e c t i o n  t o  t h e  i n t e r v i e w  and make p o s s i b l e  a u n ifo rm  
s y s t e m  o f  c o l l e c t i n g  and c a t a l o g i n g  th e  in fo r m a t io n  
o b t a in e d .  S e c o n d ,  p e r s o n a l  c o n t a c t  o f  th e  i n t e r v i e w e r  
w it h  t h e  b u s in e s sm a n  p r o v id e s  an in v a l u a b le  
e x p e r i e n c e  . . .2 3
B e c a u se  th e  d ev e lo p m e n t  o r  t r e n d  o f  th e  c o n v e r s a t io n
c o u ld  have  p r o c e e d e d  i n  any d i r e c t i o n ,  no in s tr u m e n t  p r e p a r e d
24i n  advance c o u ld  have met th e  s i t u a t i o n  f u l l y .  The i n t e r v i e w  
g u id e  p r o v id e d  a means o f  p o i n t i n g  o u t  p a r t i c u l a r  a r e a s ,  
b u t  a l s o  a l lo w e d  th e  i n t e r v i e w e r  t o  ta k e  ad v a n ta g e  o f  th e
Bl l b i d , p .  2 5 2 .  ^^I b i d , p .  5 5 4 .
John Henry C a l l a n ,  "Community R eso u r c e s  Handbook i n  
B u s in e s s  E d u c a t io n ,"  Monograph 87 ( C i n c in n a t i :  8 o u th -% estern
P u b l i s h in g  Company, May, 1 9 4 3 ) ,  p .  4 .
24 Good and S c a t e s ,  £ £ .  c i t . ,  p .  6 3 7 .
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op p o rtu r x lty  o f  f o l l o w i n g  up any l e a d  w h ich  was g iv e n  and
p R
o f  s t i m u l a t i n g  t h e  p e r s o n  t o  t a l k  on i t  and d e v e lo p  i t .
By means o f  t h e  i n t e r v i e w ,  i t  was p o s s i b l e  to  s e c u r e
d a ta  t h a t  c o u ld  n o t  have  b e e n  o b t a in e d  th r o u g h  th e  l e s s
p e r s o n a l  p r o c e d u r e  o f  d i s t r i b u t i n g  a r e p l y  b la n k .
A g a in ,  t h e  i n t e r v i e w  p e r m it s  t h e  i n t e r v i e w e r  t o  g a in  
an im p r e s s io n  o f  th e  p e r s o n  who i s  g i v i n g  th e  f a c t s ,  
t o  form  some judgm ent o f  th e  t r u t h  i n  th e  f a c t s ,  and to  
"read b e tw een  th e  l i n e s , "  t h i n g s  t h a t  a r e  n o t  sa id .^ ®
A f t e r  th e  r e l a t e d  t h e s e s  and o t h e r  p e r t i n e n t  l i t e r a t u r e
w ere s t u d i e d  and a f t e r  th e  q u e s t i o n s  t o  be answ ered  by th e
s tu d y  had been  f o r m u la t e d ,  a t e n t a t i v e  i n t e r v i e w  g u id e  was
^  27 c o m p ile d .
A f t e r  c o n t a c t i n g  t h e  Bureau o f  B u s in e s s  R e se a r c h  a t  
Montana S t a t e  U n i v e r s i t y  and th e  M is s o u la  Chamber o f  Commerce, 
th e  w r i t e r  fo u n d  t h a t  no l i s t  was a v a i l a b l e  w h ich  l i s t e d  a l l  
b u s i n e s s e s  i n  M is s o u la  w h ic h  em p loyed  one or  more s te n o g r a p h e r s  
Two a l t e r n a t i v e s  were a p p a r e n t  i n  d e te r m in in g  a sa m p lin g  f o r  
th e  s t u d y .
The f i r s t  a l t e r n a t i v e  c o n s id e r e d  was th e  p o s s i b i l i t y  
o f  c o m p i l in g  a l i s t  o f  b u s i n e s s e s  from  th e  c l a s s i f i e d  s e c t i o n  
o f  th e  t e l e p h o n e  d i r e c t o r y .  In  a d d i t i o n  to  t h i s  s t e p ,  a ch eck  
w ou ld  have been  n e c e s s a r y ,  e i t h e r  by p e r s o n a l  c o n t a c t ,  or by
OK
C a r te r  V. Good, A . S .  B arr , and D o u g la s  E. S c a t e s ,
The M eth od o logy  o f  E d u c a t io n a l  R e se a r c h  (New Y ork: D. A p p le to n -  
C en tu ry  Company, I n c o r p o r a t e d ,  1 9 3 ê ) ,  p .  3 8 7 .
^^I b i d , p .  2 9 5 ,  c i t i n g  " S o c i a l  I n t e r a c t i o n  i n  th e  I n t e r ­
v ie w :  An E x p e r im e n t ,"  S o c i a l  F o r c e s , 6 : 5 4 5 - 5 8 ,  June, 1 9 2 8 .
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t e l e p h o n e ,  t o  make c e r t a i n  t h a t  a l l  o f  th e  b u s in e s s e s  
a c t u a l l y  em p loyed  a s t e n o g r a p h e r .  The tim e e le m e n t  o f  a 
p e r s o n a l  c o n t a c t  and t h e  p o s s i b i l i t y  o f  a p oor  i n i t i a l  
c o n t a c t  by t e l e p h o n e  made b o t h  c h e c k s  i m p o s s i b l e .
The s e c o n d  a l t e r n a t i v e  was t o  u se  b u sin essm en  who 
had c o - o p e r a t e d  w i t h  t h e  h i g h  s c h o o l  on th e  p a r t - t im e  s t e n o ­
g r a p h ic  work p rogram . B ecau se  th e  su p p ly  o f  s te n o g r a p h e r s  
f o r  th e  M is s o u la  a r e a  came from  Montana S t a t e  U n i v e r s i t y ,  th e  
Modern B u s in e s s  C o l l e g e ,  w iv e s  o f  U n i v e r s i t y  s tu d e n t s  and from  
th e  s u r r o u n d in g  c o m m u n it ie s  a s  w e l l  as  from M isso u la  County H igh  
S c h o o l ,  t h e  b e s t  way o f  e v a l u a t i n g  t h e  p r o d u c ts  o f  th e  l o c a l  
h ig h  s c h o o l  program  a p p e a r e d  t o  be t h e  c o n t a c t i n g  o f  t h o s e  
b u s in e s sm e n  who had had an o p p o r t u n i t y  t o  o b se r v e  and e v a l u a t e  
th e  a b i l i t i e s  o f  th e  g r a d u a t e s .
The s a m p l in g  i n c l u d e d  f o r t y - t h r e e  b u s in essm en  who had  
p a r t i c i p a t e d  i n  th e  work program  d u r in g  th e  f o u r - y e a r  p e r i o d ,  
1 9 5 3 - 5 7 ,  Of th e  f o r t y - t h r e e  p a r t i c i p a n t s ,  n in e  were p r i n c i p a l s  
i n  t h e  e l e m e n ta r y  s c h o o l  s y s te m  and were p a r t i c i p a t i n g  f o r  th e  
f i r s t  t im e .  S i n c e  th e  p r i n c i p a l s  had had no o p p o r tu n ity  to  
h i r e  s t e n o g r a p h i c  e m p lo y e e s ,  t h e y  were n o t  a sk ed  t o  answ er
th e  q u e s t i o n s  p e r t a i n i n g  t o  employm ent r e q u ir e m e n ts ,
28k  l e t t e r  o f  i n t r o d u c t i o n ,  accom panied  by a sample  
copy o f  th e  i n t e r v i e w  g u id e ,  was m a i le d  t o  ea ch  o f  th e  f o r t y -  
t h r e e  b u s in e s sm e n  on December 1 ,  1 9 5 6 ,
PRA p p en d ix  B.
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The i n v e s t i g a t o r  p e r s o n a l l y  c o n d u cted  a l l  i n t e r v ie w s  
d u r in g  the p e r i o d ,  Decem ber 1 5 ,  1956  t o  March 1 ,  1 9 5 7 .  Of 
th e  f o r t y - t h r e e  e m p lo y e r s  who were c o n t a c t e d  h j  l e t t e r ,  
f o r t y - o n e  w ere i n t e r v i e w e d .  Of th e  r e m a in in g  tw o , one had 
l e f t  M is s o u la  and one p r e f e r r e d  t o  be e x c lu d e d  from  th e  
s t u d y .  A rran gem en ts  f o r  i n t e r v i e w s  were made by t e le p h o n e  
a few  days i n  advance a t  a t im e w h ic h  was c o n v e n ie n t  t o  th e  
em p lo y e r .  W ith  th e  a id  o f  th e  i n t e r v i e w  g u id e ,  th e  i n v e s ­
t i g a t o r  was a b le  t o  d i r e c t  th e  i n t e r v i e w  t o  p a r t i c u l a r  a r e a s  
a s  w e l l  as t o  d i s c u s s  p o i n t s  w h ich  a r o s e  d u r in g  th e  co u rse  
o f  th e  i n t e r v i e w .
T reatm en t o f  t h e  D a t a . The summary o f  th e  d a ta  
a c q u ir e d  by i n t e r v i e w  w i l l  be p r e s e n t e d  i n  t a b u la t e d  form ,  
accom p an ied  by n a r r a t i o n ,  i n  th e  f o l l o w i n g  manner:
1 .  F r eq u e n c y  and p e r c e n t  o f  p r o c e d u r e s  u se d  as a b a s i s  
f o r  emp1 oy m en t.
2 .  IMmber and p e r c e n t  o f  b u s in e s sm e n  who u se d  s t a t e d  
r a t e  r e q u ir e m e n t s .
3 .  D i s t r i b u t i o n  and p e r c e n t  o f  r a t e s  and e r r o r s  on a 
f i v e  m in u te  t im e d  w r i t i n g .
4 .  F r eq u e n c y  and p e r c e n t  o f  r e s p o n d e n t s  r e g a r d in g  th e  
d e s i r a b i l i t y  o f  c o n s t r u c t i n g  an employment t e s t  f o r  u se  i n  
t h e  M is s o u la  a r e a .
5 .  B a s i s  o f  e v a l u a t i o n  f o r  m ea su r in g  perform an ce  o f  
w ork ers  on t h e  j o b .
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6 .  Number o f  l e t t e r s  ty p e d  i n  an a v era g e  b u s in e s s  day .
7 .  A b i l i t y  o f  h i g h - s c h o o l - t r a i n e d  em p lo y ees  to  meet  
o f f i c e  s ta n d a r d s  o f  p e r fo r m a n c e .
8 .  F r eq u e n c y  and p e r c e n t  o f  a r e a s  o f  w e a k n e sse s  
i n d i c a t e d  by e m p lo y e r s .
9 .  Types and number o f  o f f i c e  m ach in es  i n  u s e .
R ecom m endations were made f o r  t h e  improvement o f  th e
t r a i n i n g  program  a t  M is s o u la  County H igh S c h o o l  b a se d  upon 
t h e  n eed s  o f  M is s o u la  b u s in e s s m e n ,  recom m endations o f  b u s i n e s s ­
men n a t i o n a l l y ,  and p r i n c i p l e s  o f  good  e d u c a t io n a l  p r a c t i c e s  
a c c o r d in g  to  l e a d i n g  b u s i n e s s  e d u c a t o r s .
A g a in s t  th e  b ack grou n d  o f  t h i s  c u m u la t iv e  d evelopm ent  
o f  th o u g h t  r e g a r d in g  th e  r e q u ir e m e n ts  f o r  o f f i c e  p e r s o n n e l ,  
th e  p r e s e n t  s tu d y  was m ade. I t  i s  hoped t h a t  t h i s  su r v e y  
o f  th e  o p in io n s  o f  s e l e c t e d  b u s in e s sm e n  w i t h  r e g a r d  to  th e  
a b i l i t y  or  l a c k  o f  a b i l i t y  i n  m e e t in g  th e  n eed s  o f  t h e  o f f i c e  
may be o f  some a s s i s t a n c e  to  t h e  e d u c a t o r s  and to  th e  
p r o s p e c t i v e  b u s i n e s s  e m p lo y e e s  o f  th e  a r e a .
The r e s u l t s  o f  th e  s u r v e y  s h o u ld  e s t a b l i s h  th e  la c k  
and la c u n a e  i n  l o c a l  h i g h  s c h o o l  p r e p a r a t io n  and s u g g e s t  
r e m e d ia l  d ev e lo p m e n t  and c o r r e c t i o n .
CHàPTER I I  
REVIEW OF RELàTED LITERATURE
E s t e l l e  Popham l i s t s  s i x  p rob lem s i n  th e  measurement  
o f  s t e n o g r a p h ic  p r o f i c i e n c y  w h ic h  a re  o f  g r e a t  con cern  to  
anyone who w an ts  t o  t r a i n  v o c a t i o n a l l y  com petent g r a d u a te s .  
She s a y s :
1 .  B u s in e ssm e n  i n  many i n s t a n c e s  do n o t  know what th ey  
w ant i n  term s  o f  k n ow led ge  and s k i l l s  s ta n d a r d s .
2 .  L e v e ls  o f  com petence  f o r  p o s i t i o n s  v a ry  from o f f i c e  
t o  o f f i c e  e v en  w i t h i n  one company.
3 .  B u s in e s s  s k i l l s  a re  m easured  i n  th e  o f f i c e  o n ly  i n  
i n i t i a l  and r o u t i n e  j o b s .  Any m easure o f  com p eten ce ,  
t h e n ,  i s  i n  term s o f  i n i t i a l  employment r a t h e r  th an  
i n  term s o f  p r o m o t io n .
4 .  Not en ou gh  i s  know ab ou t th e  n a tu r e  o f  o f f i c e - s t y l e  
d i c t a t i o n  o r  o f f i c e  p r o d u c t io n  s ta n d a r d s  t o  m easure  
by them th e  a b i l i t y  o f  p u p i l s  t o  h a n d le  o f f i c e  work.
5 .  S c h o o l  c o n d i t i o n s  are so  d i f f e r e n t  from  o f f i c e  
c o n d i t i o n s  e v e n  i n  th e  m ost c a r e f u l l y  p la n n ed  s i t u ­
a t i o n s  t h a t  m easurem ent o f  o f f i c e  c o m p e te n c ie s  i s  
d i f f i c u l t .
6 .  The p h i lo s o p h y  o f  th e  modern p u b l i c  s c h o o l  i s  t h a t  
p u p i l s  s h o u ld  n o t  be f a i l e d ,  t h a t  r e c e i v i n g  low  
g r a d e s  may th w a rt  t h e i r  p e r s o n a l i t i e s ;  t h e r e f o r e ,  
e a c h  p u p i l  s h o u ld  d e v e lo p  i n  term s o f  h i s  p o te n ­
t i a l i t i e s  r a t h e r  th a n  i n  term s o f  any e x t e r n a l  
s t a n d a r d s .1
^ E s t e l l e  Popham, "M easuring Competence o f  S tu d e n ts  P r e ­
p a r in g  f o r  S t e n o g r a p h ic  p o s i t i o n s , "  E v a lu a t in g  Competency f o r  
B u s in e s s  O c c u p a t io n s , The A m erican  B u s in e s s  E d u c a t io n  Y earbook ,  
V o l .  V II  ( New York ; The E a s te r n  B u s in e s s  T ea ch ers  A s s o c i a t i o n  
and The N a t i o n a l  B u s in e s s  T e a c h e r s  A s s o c i a t i o n ,  1 9 5 0 ) ,  p p . 5 5 -5 6 ,
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I .  PI&CE OP A STANDARD IM BUSINESS EDUCATION
B e c a u s e  b u s i n e s s  t e a c h e r s  have  been co n c er n ed  w i t h
g r a d i n g ,  t h e r e  h a s  b een  a t e n d e n c y  t o  s e t  up e x a c t  s ta n d a r d s
o f  m ea su r em e n t .  Tonne p o i n t s  o u t  t h e  im p ortan ce  o f  r e a l i z i n g
t h a t ,  v / i th  t h e  e x c e p t i o n  o f  m a t h e m a t i c s ,  n o t h i n g  w i t h  which
human b e i n g s  are  c o n c e r n e d ,  can  be m easured  e x a c t l y .  He
s t a t e s  t h a t  t h e r e  a r e  two t y p e s  o f  s ta n d a r d s  i n  b u s i n e s s
e d u c a t i o n — l e a r n i n g  and j o b - p l a c e m e n t  s t a n d a r d s .  The l e a r n i n g
s t a n d a r d  i s  n o t  o n l y  d e s i r a b l e  b u t  a l s o  n e c e s s a r y  i n  l e a r n i n g
t h e  b a s i c  s k i l l s ,  bu t  t h e  u s e  o f  t h e  l e a r n i n g  s ta n d a r d  i s
o f t e n  d i s a s t r o u s  and u s u a l l y  c o m p l e t e l y  u s e l e s s  when a p p l i e d
2
t o  jo b  p l a c e m e n t .
P l a c e  a l s o  s t r e s s e s  the  d a n g ers  o f  u n i t i n g  th e  two 
s t a n d a r d s  by s t a t i n g  t h a t  some d i f f e r e n t i a t i o n  must be made 
b e tw e e n  b u s i n e s s  and s c h o o l  s t a n d a r d s  b e c a u s e  the  e l e m e n t s  
i n v o l v e d  i n  e a c h  are  s o  d i f f e r e n t .
Lamb p o i n t s  o u t  t h e  f a c t  t h a t  a s k i l l s  t e s t  m easures  
n o t  the a b i l i t y  o f  t h e  t e s t e e  t o  p e r fo r m  on th e  job but  
t h e  a b i l i t y  t o  p e r fo r m  u n d er  t e s t  c o n d i t i o n s ,  and betw een  
t h e  two t h e r e  i s  a g r e a t  d e a l  o f  d i f f e r e n c e . ^
Q
H e r b e r t  A. Tonne,  P r i n c i p l e s  o f  B u s i n e s s  E d u c a t io n  
( s e c o n d  e d i t i o n ;  New York:  McG-raw-HiTT Book Company, I n c . ,
1 9 5 4 ) ,  pp .  1 5 8 - 1 5 9 .
rz
I r e n e  P l a c e ,  "T each in g  f o r  t h e  O f f i c e  O c c u p a t i o n s ,"  
Improvement o f  B u s i n e s s  E d u c a t i o n  P r a c t i c e s , The American  
B u s i n e s s  E d u c a t i o n  Y ea rb o o k ,  V o l .  V I I I  ( New York; The 
E a s t e r n  B u s i n e s s  T e a c h e r s  A s s o c i a t i o n  and The N a t i o n a l  
B u s i n e s s  T e a c h e r s  A s s o c i a t i o n ,  1 9 5 1 ) ,  p .  1 5 3 .
^Marion Lamb, Your F i r s t  Year  o f  T ea c h in g  Shorthand  
and T r a n s c r i p t i o n  ( C i n c i n n a t i :  S o u th -W e s te r n  P u b l i s h i n g
Company, I'950} p p .  1 7 6 - 1 7 7 ,
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The p l a c e  o f  t h e  l e a r n i n g  s ta n d a r d  w a s  summarized by
Tonne when he s t a t e s ;
As l e a r n i n g  s t a n d a r d s ,  f o r m a l  m easures  o f  ach ievem en t  
have t h e i r  p l a c e .  Most t e a c h e r s  seem to  a g r e e  t h a t  t h e  
b e s t  w a y  t o  d e v e l o p  t h e  b a s i c  s k i l l s  n e c e s s a r y  f o r  
s u c c e s s  i n  s h o r th a n d  i s  t h r o u g h  fo r m a l  d r i l l  r e q u i r e d  
t o  a t t a i n  a minimum s c h o o l  s t a n d a r d .  With t h i s  a t t i t u d e  
t h e r e  can a t  p r e s e n t  be no q u a r r e l .  When, h o w e v e r ,  the  
s o l e  m easure  o f  jo b  t r a i n i n g  i s  presumed t o  be t h i s  
a c h i e v e m e n t ,  t h e n  t e a c h e r s  are  b l i n d  t o  jo b  needs  and 
s t u d e n t s  are  s a d l y  l e d  a s t r a y . ^
II. REC0MMEÜDATI0Ü8 OP BUSINESS EDUCATORS
Tonne g i v e s  t h e  f o l l o w i n g  s u g g e s t i o n s  as  l e a r n i n g  
s ta n d a r d s  ;
T y p e w r i t i n g  r a t e ;  50 n e t  words p e r  m inute
S h o r th a n d  d i c t a t i o n :  80  w o r d s  p e r  m inute  on d i c t a ­
t i o n  g i v e n  i n  o f f i c e  s t y l e ,
i . e . ,  i n t e r r u p t i o n s ,  h e s i ­
t a t i o n s ,  e t c .
T r a n s c r i p t i o n  r a t e :  no s t a t e d  r a t e .®
L e s l i e  s u g g e s t s  t h a t ,  a t  t h e  end o f  f o u r  s e m e s t e r s
o f  t y p e w r i t i n g  when d i c t a t i o n  i s  g i v e n  a t  8 0 - 1 0 0  w o r d s  a 
m in u te  i n  a group  o f  l e t t e r s  c o m p r i s i n g  a t o t a l  d i c t a t i o n  o f  
8 0 0 - 1 0 0 0  w o r d s ,  t h e  p u p i l  s h o u l d  t r a n s c r i b e  a t  th e  r a t e  o f  
2 0 - 2 5  words a m in u te  w i t h  2 0  words as  th e  minimum r a t e  
a c c e p t a b l e  f o r  c r e d i t .  lie s u g g e s t s  t h a t  a t  l e a s t  75 p e r c e n t
^H erbert  A. Tonne,  P r i n c i p l e s  o f  B u s i n e s s  E d u c a t io n  
(New York: M cGraw-Hil l  Book Company, I n c . ,  1 9 4 7 ) ,  p .  2*73.
Tonne,  s e c o n d  e d i t i o n ,  0 £ .  c i t . ,  pp .  1 6 5 - 1 7 1 ,
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o f  th e  l e t t e r s  i n  any  f i v e  c o n s e c u t i v e  d a i l y  t r a n s c r i p t i o n
7p e r i o d s  s h o u l d  be m a i l a b l e ,
L e s l i e  f u r t h e r  s t a t e s  t h a t  q u a l i t y  i s  t o  be t a k e n  f o r  
g r a n t e d ;  and t h e  demand i s  f o r  t h e  p r o d u c t i o n  o f  l a r g e r  
q u a n t i t i e s  o f  m a t e r i a l  com ing w i t h i n  th e  p r e d e te r m in e d  
minimum s t a n d a r d  o f  q u a l i t y .  B e c a u se  em phasis  on any one  
o f  t h e  many f a c t o r s  t h a t  make up t r a n s c r i p t i o n  changes  th e  
q u a n t i t y  or  q u a l i t y  o f  o t h e r  f a c t o r s ,  L e s l i e  s a y s  i t  i s  
e x t r e m e ly  d i f f i c u l t  t o  make a f a i r  c o m p a r iso n  b e tw een  
t r a n s c r i p t i o n  c l a s s e s ,  e v e n  i n  t h e  same s c h o o l ,  and a lm o s t  
i m p o s s i b l e  t o  make c o m p a r iso n s  b e tw een  t r a n s c r i p t i o n  c l a s s e s  
i n  d i f f e r e n t  s c h o o l s , ®
Popham g i v e s  t h e  f o l l o w i n g  r a t e s  o f  accom plishm ent  
a t  t h e  end o f  t h e  f o u r t h  s e m e s t e r .  She s a y s  t h a t  a s t u d e n t  
i s  e x p e c t e d  t o  t r a n s c r i b e  two 5 - m in u t e  d i c t a t i o n s  g i v e n  a t  
th e  r a t e  o f  100 words p e r  m in u te  a s  a minimum. She a l s o  
s u g g e s t s  t h e  a t t a i n m e n t  o f  a r a t e » o f  120 words per  
m in u te  f o r  f i v e  m in u t e s  a s  a g o a l  f o r  t h e  s u p e r i o r  
s t u d e n t
7 L e s l i e ,  0 £ .  c i t , ,  p p .  5 3 - 5 4 ,  
®I b i d , p p ,  3 5 - 3 9 ,
®Popham, o £ ,  c i t , ,  p , 6 9 ,
“2 2 “
The s u g g e s t i o n  i s  made by Lamb t h a t  th e  u l t i m a t e  g o a l  
f o r  t h e  end o f  th e  f o u r t h  s e m e s t e r  be a minimum r e c o r d i n g  
r a t e  o f  100 words p e r  m i n u t e  on u n p r a c t i c e d  m a t e r i a l  o f  
a v e r a g e  d i f f i c u l t y  (m easu red  i n  f i v e - m i n u t e  d i c t a t i o n s  a n d  
l e t t e r s  o f  v a r i o u s  l e n g t h s )  w i t h  a minimum t r a n s c r i p t i o n  
r a t e  o f  s u c h  n o t e s  a t  20 words p e r  m inute  on f i r s t  t r i a l .
V f h e n  she i n c l u d e d  b o t h  f i v e - m i n u t e  d i c t a t i o n s  and l e t t e r s ,  
she  s t a t e d  t h e  p u r p o se  o f  e a c h .  The f i v e - m i n u t e  d i c t a t i o n  
w i t h  a 5 p e r c e n t  e r r o r  a l l o w a n c e  s e r v e s  a s  a p r o g r e s s  
t e s t  and i s  a im ed  a t  s p e e d b u i l d i n g  as  w e l l  as  measurement;  
w h erea s  t h e  d i c t a t i o n  f o r  a c c u r a t e  t r a n s c r i p t i o n  on l e t t e r s  
i s  c o n s i d e r e d  i n  terms o f  p r o d u c t i o n  aimed a t  c o n t r o l l e d  
r e c o r d i n g  t h a t  makes a c c u r a t e  t r a n s c r i p t i o n  p o s s i b l e .
I n  a d i s c u s s i o n  o f  t h e  i d e a  t h a t  th e  t r a n s c r i p t i o n  
r a t e  c o u l d  b e  e v a l u a t e d  i n  terms o f  a f r a c t i o n  o f  th e  t y p e ­
w r i t i n g  r a t e .  P l a c e  p o i n t s  out  t h a t  th e  v a r i a b l e s  w h ich  
a f f e c t  t r a n s c r i p t i o n  c a n n o t  be a v e r a g e d . L e s l i e ,  on th e  
same s u b j e c t ,  s t a t e s  t h a t  i t  i s  t r u e  t h a t ,  a l l  o t h e r  t h i n g s  
b e i n g  e q u a l ,  th e  e i g h t y - w o r d - a - m i n u t e  t y p i s t  would t u r n  out  
more t r a n s c r i p t i o n  t h a n  t h e  f o r t y - w o r d - a - m i n u t e  t y p i s t — th o u g h ,  
o f  c o u r s e ,  a l l  o t h e r  t h i n g s  a r e  s e ld o m  or n e v e r  e q u a l .  He
^^Lamb, o^ .  c i t . ,  p .  9 7 .
^^Lamb, o £ .  c i t . ,  p p .  1 9 4 - 1 9 5 .
I r e n e  P l a c e ,  " T r a n s c r i p t i o n  F a c t o r s  and P r o c e d u r e s ,"  
B u s i n e s s  E d u c a t i o n  Forum, 8 : 1 7 - 1 9 ,  O c to b e r ,  1 9 5 3 .
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b e l i e v e s  t h a t  t h e  t h e o r y  was b a s e d  on th e  i d e a  t h a t  the  
p r o c e s s  o f  t r a n s l a t i o n  from s h o r t h a n d  n o t e s  i n t o  t y p in g  
r e p r e s e n t e d  a d e f i n i t e l y  d e t e r m i n a b l e  "drag" on t y p in g  
s p e e d .  He p o i n t s  o u t  t h a t  th e  f a l l a c y  i n  t h a t  i n t e r p r e t a t i o n  
was th e  "drag" was n o t  d e t e r m i n a b l e  and t h a t  i t  f l u c t u a t e d  
w i l d l y .  I V h e n  t y p i n g  from  p r i n t e d  c o p y ,  t h e r e  were f e w e r  
d i f f i c u l t i e s  and e a c h  d i f f i c u l t y  may have c o s t  t h e  t y p i s t  
s e c o n d s  r a t h e r  th a n  m i n u t e s .  When t r a n s c r i b i n g  from  
s h o r th a n d  co p y ,  t h e r e  w ere  more d i f f i c u l t i e s  and ea c h  d i f f i ­
c u l t y  was l i k e l y  t o  c o s t  m in u t e s  r a t h e r  than  s e c o n d s .
I I I .  R E P O R T S  O F S T U D I E S  I N  OTHER A R E k S  
I n  a s tu d y  made i n  th e  Los A n g e l e s  area  i n  19 5 0 ,  
M o r r e l l  recommended t h a t  l e s s  e m p h a s is  be p l a c e d  upon th e  
d e v e lo p m e n t  o f  s p e e d  i n  e x c e s s  o f  50 words a m inute  i n  
t y p e w r i t i n g  and 100 words a m in u te  i n  s h o r t h a n d .  He 
s u g g e s t e d  more em p h as is  be p l a c e d  on o t h e r  s k i l l s  i n  t y p e ­
w r i t i n g ,  s u c h  a s  w r i t i n g  o f  num bers , t a b u l a t i o n  p la c e m e n t ,  
and on a c c u r a c y  i n  g e n e r a l .  I n  t h e  area  o f  sh o r th a n d ,  more 
em p h as is  on a c c u r a c y  o f  t r a n s c r i p t i o n  w a s  n e e d e d .
The N a t i o n a l  O f f i c e  Management A s s o c i a t i o n  con d u cted  
a s u r v e y  o f  1 , 0 5 9  com panies  on v o c a t i o n a l  r e q u i r e m e n t s  o f  
b e g i n n i n g  w o r k e r s .  S i x t y - s e v e n  p e r c e n t  o f  th e  companies
1 L e s l i e ,  _0 £ .  c i t . ,  p .  1 5 3 .
M o r r e l l ,  "Los A n g e la s  O f f i c e  S ta n d a rd s  S u r v e y ,"  
The J o u r n a l  o f  B u s i n e s s  E d u c a t i o n , 2 5 : 2 7 ,  F e b r u a r y ,  1 9 5 0 ,
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had p r o f i c i e n c y  s t a n d a r d s ,  but  t y p e w r i t i n g  r e q u ir e m e n ts  
ra n g e d  from  40 to  60 words p e r  m in u t e ,  s h o r th a n d  sp e e d s  
ra n g ed  from 70 t o  100 words a m i n u t e ,  and t r a n s c r i p t i o n  
s p e e d s  ra n g ed  from  30 t o  70 words p e r  m i n u t e .  The f o l l o w i n g  
i s  a summary o f  t h e  r e s u l t s  show ing  t h e  s a t i s f a c t o r y  
r e q u ir e m e n t s  i n  1950 and s u g g e s t e d  g o a l s  f o r  1953 and 19 6 0 ,
1950  1955 1960
T y p e w r i t i n g ,  nwpm 45 55 70
10 m in u t e s  
5 o r  l e s s  e r r o r s
S h o r th a n d ,  wpm 80 100 120
5 m in u t e s  
5 p e r c e n t  e r r o r  
a l l o w a n c e
15
T r a n s c r i p t i o n ,  wpm 30 35 45
u n f a m i l i a r  copy  
10 m in u t e s  
m a i l a b l e
I n  a s t u d y  made i n  s e l e c t e d  l i f e  i n s u r a n c e  companies  
i n  Oklahoma i n  1 9 5 2 ,  Cunningham recommended t h a t  a p r o s p e c t i v e  
em ployee  p o s s e s s  a minimum a v e r a g e  t y p e w r i t i n g  r a t e  o f  50 
words a m in u t e ,  t h e  a b i l i t y  t o  t a k e  d i c t a t i o n  a t  t h e  r a t e  o f  
80 words  a m i n u t e ,  and t h e  f a c i l i t y  t o  t r a n s c r i b e  the
l 5 j o h n  A. P end er y ,  " B u s in e s s  S ta n d a r d s  and Perform ance:  
L e v e l s  o f  C om petence ,"  C urr icu lum  P a t t e r n s  i n  B u s i n e s s  
E d u c a t i o n , The A m erican  B u s i n e s s  E d u c a t io n  Yearbook,  V o l .  X I I I  
(New York: The E a s t e r n  B u s i n e s s  T e a c h e r s  A s s o c i a t i o n  and 
The N a t i o n a l  B u s i n e s s  T e a c h e r s  A s s o c i a t i o n ,  1 9 5 6 ) ,  p .  3 2 ,  
c i t i n g  S u rv ey  Summary No. 1 0 ,  1 9 5 0 ,  V o c a t i o n a l  Req u i rernents  
C o n t a in ! n g  S u g g e s t e d  S ta n d a r d s  f o r  B e g in n in g  O f f i c e  J o b s , 
N a t i o n a l  O f f i c e  management A s s o c i a t i o n ,  P h i l a d e l p h i a .
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d i c t a t i o n  a c c u r a t e l y  and n e a t l y  a t  an a v e r a g e  t r a n s c r i p t i o n  
r a t e
P e t e r s o n  r e p o r t s  t i ie  f o l l o w i n g  r e q u i r e m e n t s  w e r e  i n  
u s e  i n  th e  D enver  a r e a .  I n  t y p e w r i t i n g ,  a r a t e  o f  40 t o  50 
words p e r  m in u te  was c o n s i d e r e d  a d e q u a t e ,  but th e  shor th an d  
d i c t a t i o n  r a t e  r a n g e d  from  60 t o  120 words p e r  m in u t e .  No 
t r a n s c r i p t i o n  r a t e  was i n d i c a t e d ,  b u t  th e  m a j o r i t y  o f
17b u s i n e s s e s  i n d i c a t e d  i n t e r e s t  i n  a c c u r a c y  r a t h e r  th an  s p e e d .
I n  th e  same s t u d y ,  t h e  f o l l o w i n g  p r a c t i c e s  w h ich  were i n  u se  
i n  th e  s c h o o l s  a t  t h e  t im e  w ere  g i v e n .  The range  i n  t y p e ­
w r i t i n g  r a t e s  v a r i e d  from  40 t o  60 words p e r  m in u t e ,  th e  
s h o r th a n d  d i c t a t i o n  r a t e  ra n g ed  from 100 to  120 words p e r  
m in u t e ,  and t h e  g o a l  i n  t r a n s c r i p t i o n  ranged  from 10 t o  15 
words p e r  m in u te  a l t h o u g h  t h e  m a j o r i t y  o f  s c h o o l s  d id  n o t  
have  e s t a b l i s h e d  s t a n d a r d s  f o r  t r a n s c r i p t i o n  work,^^
^ ^L ouise  C la r a  Cunningham, "A Survey  o f  S e l e c t e d  L i f e  
I n s u r a n c e  Companies i n  Oklahoma t o  D eterm ine  Minimum Employment  
S ta n d a r d s  E n q u ir e d  o f  B e g i n n i n g  S e c r e t a r i e s  and S t e n o g r a p h e r s , ” 
( u n p u b l i s h e d  M a s t e r ’ s t h e s i s ,  Oklahoma A & M C o l l e g e ,  
S t i l l w a t e r ,  1 9 5 2 ) ,  p ,  5 1 ,
^"^Ruth G ibson P e t e r s o n ,  ”A Survey  o f  S tandards  f o r  
B e g in n in g  O f f i c e  Workers i n  S e l e c t e d  O f f i c e s  and For B u s i n e s s  
C o u r se s  i n  t h e  P u b l i c  H ig h  S c h o o l s  i n  D enver ,  C o l o r a d o , ” 
( u n p u b l i s h e d  M a s t e r ' s  t h e s i s .  U n i v e r s i t y  o f  C o lo ra d o ,  B o u ld e r ,
1 9 5 5 ) ,  pp.  1 4 5 - 1 4 6 .
I B l b i d ,  p p ,  1 5 9 - 1 6 0 .
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I V .  T H E  H E E D S  O F  B U S I N E S S M E N
How does  th e  b u s i n e s s  t e a c h e r  d e te r m in e  t h e  n eeds  o f  
b u s in e s s m e n ?  A c c o r d i n g  t o  Tonne,  t h e  b u s in e s s m e n  wanted an  
a d e q u a te  amount o f  p r o d u c t i o n  o f  m a i l a b l e  l e t t e r s  but what  
was m a i l a b l e  f o r  one p e r s o n  was o f t e n  n o t  m a i l a b l e  f o r  a n o t h e r ;  
and a l e t t e r  t h a t  was m a i l a b l e  f o r  one p e r s o n  a t  one t im e  was 
not  m a i l a b l e  a t  a n o t h e r  t im e ,^ ^
H ei lm an e x p r e s s e d  th e  o p i n i o n  t h a t  n o t  a l l  t h e  blame
f o r  th e  l a c k  o f  s t a n d a r d s  c o u l d  be l a i d  a t  t h e  door o f  the
s c h o o l s .  She s t a t e s :
A s t u d y  o f  th e  q u e s t i o n n a i r e s  and o f  r e s u l t s  o f  th e  
i n t e r v i e w s  i n d i c a t e s  t h a t  e m p lo y e r s  do n o t  r e a l l y  know 
what t h e y  want o r  e x p e c t  o f  p o t e n t i a l  e m p lo y e e s .  About  
t h e  o n l y  common d e n o m in a t o r  t h a t  can  be found  i s  t h e y  
w ould  l i k e  t h e i r  e m p lo y e e s  t o  be endowed w i t h  t h e  c h a r a c ­
t e r i s t i c  o f  a d a p t a b i l i t y  p l u s  t h e  b a s i c  s k i l l  r e q u i r e d  
by  t h e i r  s p e c i f i c  j o b s ,  t h o u g h _ t h i s  l a t t e r  r e q u ir e m e n t  
i s  o f t e n  o n l y  v a g u e l y  d e f i n e d .
O 'T o o le  recommended, on th e  b a s i s  o f  i n t e r v i e w s  w i t h  
e m p lo y e r s ,  t h a t  th e  b u s i n e s s m a n ' s  f i r s t  c o n c e r n  was n o t  a 
d e s i r e  f o r  a w e l l - t r a i n e d  e m p lo y e e ,  but  r a t h e r  a d e s i r e  f o r  
p e o p l e  w i t h  e n t h u s i a s m ,  e n t h u s i a s m  t o  do th e  job a s s i g n e d  
t o  them as  th o u g h  i t  m a t t e r e d .  A f t e r  th e  i n i t i a l  c r y  f o r  
g r a d u a t e s  who c a r e  came t h e  r e q u e s t  f o r  s t e n o g r a p h e r s
19 Tonne,  Second  e d i t i o n ,  o £ .  c i t . ,  p .  162,
20 C h a r l o t t e  H e i lm a n ,  "Measuring S k i l l  Competency o f  
P o t e n t i a l  O f f i c e  E m p lo y e e s ,"  E v a l u a t i n g  Competency f o r  
B u s i n e s s  O c c u p a t i o n s , The A m erican  B u s i n e s s  E d u c a t io n  Yearbook,  
V o l .  V II  (New York: The E a s t e r n  B u s i n e s s  T e a c h e rs  A s s o c i a t i o n
and t h e  N a t i o n a l  B u s i n e s s  T e a c h e r s  A s s o c i a t i o n ,  1 9 5 0 ) ,  p .  1 5 7 .
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who are  I n t e r e s t e d  In  s p e l l i n g  c o r r e c t l y ,  e r a s i n g  n e a t l y ,  
t y p i n g  s e n s e  r a t h e r  t h a n  n o n s e n s e  and p a r t i c u l a r l y ,  " p l a c i n g  
p u n c t u a t i o n  w i t h  f i n e s s e  and n ot  f l i n g i n g  i t  i n t o  th e  p a r a ­
graphs  l i k e  c o n f e t t i  a t  t h e i r  s i s t e r ’ s w edding ,  l e t t i n g  i t
21
f a l l  where i t  w i l l . "
T u r i l l e  s u g g e s t e d  a g u id e  o f  100 words p e r  m inute  i n  
s h o r th a n d  w i t h  t h e  a b i l i t y  t o  t r a n s c r i b e  f o u r  a v er a g e  l e n g t h  
l e t t e r s  from n o t e s ,  w i t h  e n v e l o p e s ,  i n  one h o u r .  He s t a t e d ,  
how ev er ,  t h a t  s i n c e  b u s i n e s s  o f f i c e  s t a n d a r d s  em p h asize  p r o ­
d u c t i o n ,  more s h o u l d  be done i n  t h e  c l a s s r o o m  w i t h  whole  u n i t s  
o f  work,  w i t h  p a r t i c u l a r  em phasis  on f i n d i n g  th e  b e s t  way t o  
do a p a r t i c u l a r  j o b . ^ 2
A s y s t e m s  man gave  h i s  d e f i n i t i o n  o f  what a s ta n d a rd
s h o u l d  b e .  He s a i d ,
. . . t h e  number o f  a c c e p t a b l e  work u n i t s  t h a t  can be 
c o m p le te d  i n  a g i v e n  t i m e ,  under  s p e c i f i c  c o n d i t i o n s .
I  have  e m p h a s iz e d  two w o r d s .  N o t i c e  th e  word 
" a c c e p t a b l e . "  I  don’ t  t h i n k  you can say  t h a t  
i n c o r r e c t  work i s  c o m p le te d  work. And n e i t h e r  can  
i t  be a c c e p t a b l e  u n l e s s  t h e  g e n e r a l  q u a l i t y  i s  up 
t o  a r e a s o n a b l e  p o i n t . 23
P r in z  s t a t e s  t h a t  i n  th e  a r e a  o f  p er fo rm a n ce ,  we have  
d i f f i c u l t y  e s t a b l i s h i n g  s t a n d a r d s  w h ic h  w i l l  be a p p l i c a b l e
21 Mary C ou rtn ey  O’ T o o l e ,  " O f f i c e  T r a n s c r i p t i o n  A b i l i t i e s , "  
American  B u s i n e s s  E d u c a t i o n , 1 2 : 3 0 - 3 1 ,  O c to b e r ,  1 9 5 5 .
Op
S t e p h e n  J .  T u r i l l e ,  "Using  B u s i n e s s  S ta n d a rd s  i n  t h e  
C la s sr o o m ,"  B u s i n e s s  E d u c a t io n  Forum, 9 : 1 7 - 1 8 ,  May, 1 9 5 5 .
23
L e s l i e  M a t t h i e s ,  "A System s  Man Looks at  O f f i c e  
S t a n d a r d s ,"  B u s i n e s s  E d u c a t i o n  Forum, 8 : 9 ,  May, 19 5 4 .
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t o  d i f f e r e n t  o r g a n i z a t i o n s ,  n o t  t o  m e n t io n  t h e  d i f f i c u l t y  
w h ic h  m a n a g e m e n t  e x p e r i e n c e s  i n  d e t e r m i n i n g  t h o s e  which  
w i l l  a p p ly  t o  d i f f e r e n t  p a r t s  o f  t h e  same o r g a n i z a t i o n .
B e c a u se  o f  t h e  m a n y  c h a n g e s  i n  t h e  b u s i n e s s  w o r ld ,  a g r e a t  
d e a l  o f  t i m e  and s t u d y  m u s t  b e  g i v e n  t o  e a ch  s i t u a t i o n ,
V;ith e a c h  change i n  m e t h o d ,  t h e  e f f o r t  i n  r e v i s i n g  s ta n d a r d s  
i s  a p p r o x i m a t e l y  th e  s a m e  a s  t h e  o r i g i n a l  e f f o r t .
" E f f o r t s  t o  d e t e r m in e  u n i v e r s a l  s ta n d a r d s  have b een  
u n s u c c e s s f u l  b e c a u s e  t h e  c o n d i t i o n s  a r e  n o t  t h e  same i n  
e a c h  o f f i c e , "  P i e r c e  s a i d ,  "and b e c a u s e  o f  th e  wide  d i f f e r e n c e  
i n  t h e  work m e t h o d s ,"  He c o n t i n u e d ,  "My e x p e r i e n c e  has  
i n d i c a t e d  t h a t  young  p e o p l e  a r e  t r a i n e d  i n  t h e  b a s i c  s k i l l s  
a s  ta u g h t  u n d e r  l a b o r a t o r y  c o n d i t i o n s ,  but  l a c k  u n d e r s t a n d i n g  
o f  what c o n s t i t u t e s  a day»s  w ork ,"
V .  T H E  H ATH RE O F  O F F I C E  D I C T A T I O N  
G reen ,  i n  a s t u d y  o f  a c t u a l  d i c t a t i o n  i n  o f f i c e s ,  
c o m p i l e d  a t a b l e  w h ic h  g i v e s  t h e  p e r c e n t  o f  d i c t a t o r s  w h ich  
can be  s e r v e d ,  a c c o r d i n g  t o  t h e  w r i t e r ’ s s h o r th a n d  s p e e d .
T h e  d a t a  o f  T ab le  I  p r e s e n t  a summary o f  t h e  f i n d i n g s  o f  
G reen ’ s s t u d y .
24R, F ,  P r i n z ,  "A P e r s o n n e l  D i r e c t o r  Looks a t  O f f i c e  
S t a n d a r d s ,"  B u s i n e s s  E d u c a t i o n  Forum, 8 ; 1 9 ,  May, 195 4 ,
2 5 jo h n  F ,  P i e r c e ,  " A  Management C o n s u l t a n t  Looks a t  
S t a n d a r d s ,"  B u s i n e s s  E d u c a t i o n  Forum, 8 : 3 9 ,  May, 1 9 5 4 ,
H, G reen ,  "Study  o f  O f f i c e  D i c t a t i o n  Shows th e  
R ea l  N e e d  f o r  H ig h e r  S h o r th a n d  G o a l s , "  The B u s i n e s s  T ea c h e r ,  
3 2 : 3 ,  May“ J une ,  1 9 5 5 ,
TABLE I
iteCENT OF DICTATORS (FRCM SLCMEST TO FASTEST) THAT CAN BE SERVED^̂
W riter* s Shorthand 
Speed (VttM) E a sily F a ir ly  E a s ily J n s t  B arely
P ercen t Cannet 
Take
lUo 90$ S$ ( -  9S$) 5$ (« 100$) 0$
130 80$ 10$ (a  90$) 8$ ( -  98$) 2$
120 70$ 13$ ( •  83$) 12$ (a  95$) 5$
110 60$ 15$ ( •  75$) 10$ (a 85$) 15$
100 liO$ 20$ (= 60$) 15$ (■ 75$) 25$
90 20$ 20$ (a li0$) 20$ (a 60$) liO$
80 10$ 15$ (■ 2S$) 15$ (= W $) 60$
70 1$ 9$ (= 10$) 10$ (= 20$) 80$
60 0$ 1$ ( -  1$) 9$ ( -  10$) 90$
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I f  t h e  s t u d e n t  a c h i e v e d  1 0 0  words a m in u te ,  th e  s t u d e n t  
c o u l d  manage t h e  d i c t a t i o n  o f  up t o  75 p e r c e n t  o f  th e  d i c t a ­
t o r s ,  I f  th e  s t u d e n t  a c c o m p l i s h e d  80  words a m in u t e ,  th e  
s t u d e n t  c o u l d  manage 40 p e r c e n t  o f  t h e  d i c t a t o r s .
Green f o u n d  t h a t  s p u r t  w r i t i n g  sp e e d  was n o t  enough.
He s t a t e s  t h a t  t h e  s t e n o g r a p h e r  must  he a b l e  t o  s u s t a i n  
th e  t o p  s p e e d  f o r  a t  l e a s t  t h r e e  m in u t e s  and a  f l u e n t  
c r u i s i n g  sp e e d  f o r  a t  l e a s t  f i v e  m i n u t e s .
We know, now, t h a t  a s p e e d  range  between  85  and 105 
words a m i n u t e  ( t h e  8 5  f o r  5 m i n u t e s ,  th e  110 f o r  3)  
i s  n e c e s s a r y  t o  r e c o r d  th e  a v e r a g e  d i c t a t o r .  We know 
t h a t  a r a n g e  b e t w e e n  100 f o r  5 m in u t e s  a n d  125 f o r  
3  m i n u t e s  i s  n e c e s s a r y  t o  r e c o r d  th e  rapid, d i c t a t o r ,  
and t h a t  t h e  range  o f  115 f o r  5 m in u te s  t o  140 f o r  3 
m in u t e s  i s  n e c e s s a r y  t o  work f o r  t h e  very  r a p i d  
d i c t a t o r .
G r e e n  s t a t e s  t h a t  r e - e v a l u a t i o n  c o u ld  l e a d  t o  o n l y  
o n e  g o a l — th e  e s t a b l i s h i n g  o f  120 w o r d s  a m inute  f o r  f i v e  
m i n u t e s .  A c c o r d i n g  t o  G reen ,
For  t h e  e m o t i o n a l  a n d  v o c a t i o n a l  good o f  our  
s t u d e n t s ,  we must  h e l p  them t o  t h e  h i g h e s t  p o s s i b l e  
s p e e d  l e v e l s  o f  w h ic h  t h e y  are  c a p a b le  so t h a t  n e v e r  
w i l l  t h e y  f a i l  on t h e  j o b  or  b e  l i m i t e d  i n  t h e i r  
o p p o r t u n i t i e s .
2 9And t h a t  m e a n s  1 2 0  w o r d s  a  m in u t e .
2 8 lb id .
2 9 l b l d .
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V I .  SUMMARY
C u rren t  r e a d i n g  i n d i c a t e s  t h a t  t h e  f o l l o w i n g  p o i n t s  
may be c o n s i d e r e d  as  g u i d e s  i n  th e  s t u d y  and e v a l u a t i o n  
o f  th e  l o c a l  t r a i n i n g  program .
P l a c e  o f  a S t a n dard i n  B u s i n e s s  E d u c a t i o n .
1 .  The c l a s s r o o m  s t a n d a r d  must  be c o n s id e r e d  as  a 
l e a r n i n g  s t a n d a r d  o n l y .
2 ,  The b a s i c  s k i l l  must  be s u p p le m e n te d  by o c c u ­
p a t i o n a l  know-how i n  o r d i n a r y  o f f i c e  s t e n o g r a p h i c  
w ork .  S t u d e n t s  must  have  th e  o p p o r t u n i t y  to  
p e r f o r m  s i m u l a t e d  o f f i c e  t a s k s  under  v a r y i n g  
c o n d i t i o n s  w i t h  a l l  t h e  i n t e r f e r e n c e s  and con­
f u s i o n s  t h a t  a c t u a l l y  t a k e  p l a c e  on th e  j o b .
Recormiiendations o f  B u s i n e s s  E d u c a to r s  .
1 .  A m in i mum t y p e w r i t i n g  r a t e  o f  50 n e t s  words p e r  
m in u te  i s  n e c e s s a r y  f o r  t h e  b e g in n in g  o f f i c e  
w o r k e r s .
2 .  A minimum s h o r th a n d  d i c t a t i o n  r a t e  o f  100 words  
p e r  m in u te  i s  recommended on f i v e - m i n u t e  
d i c t a t i o n s  w i t h  5 p e r c e n t  e r r o r  a l l o w a n c e .  A 
minimum r e c o r d i n g  r a t e  o f  80 w o r d s  p e r  m inute  
on l e t t e r s  g i v e n  i n  o f f i c e  s t y l e ,  i . e . ,  i n t e r ­
r u p t i o n s  and h e s i t a t i o n s ,  ap p ears  t o  be f e a s i b l e  
and n e c e s s a r y .
3 .  Minimum t r a n s c r i p t i o n  r a t e  o f  20 words p er  m inute  
on l e t t e r s  and d i c t a t i o n s  a t  c o n s t a n t  s p e e d s .
R e p o r t s  o f  S t u d i e s  i n  O ther  A r e a s .
1 .  More em p h as is  was p l a c e d  upon th e  a c c u r a c y  and
n e a t n e s s  o f  t h e  f i n i s h e d  p r o d u c t  th a n  u p o n  t h e
r a t e  o f  r e c o r d i n g ,  e i t h e r  i n  sh o r th a n d  or  on th e  
t y p e w r i t e r ,
2 .  A t y p e w r i t i n g  r a t e  o f  50 n e t  words p e r  m inute  i s
recommended as  a minimum a t  th e  end o f  two y e a r s
o f  t r a i n i n g ,
3 .  The range  o f  sh o r th a n d  d i c t a t i o n  r a t e s  w a s  from  
60 t o  120 w o r d s  p e r  m in u te  w i t h  th e  range o f
8 0  t o  100 words p e r  m in u te  p r e d o m in a t i n g .
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4 .  I n  t r a n s c r i p t i o n ,  p r im a r y  im p o r ta n c e  was p l a c e d  
upon t h e  a c c u r a c y  o f  t h e  t r a n s c r i p t ,  w i t h  a 
minimum r a t e  r a n g i n g  from  15 t o  20 words p e r  
m i n u t e .
The Needs o f  B u s i n e s s m e n .
1 .  No s p e c i f i c  r a t e  r e q u i r e m e n t s  b y  b u s in e s sm en  
were fo u n d  b e c a u s e  th e  demands o f  each  company, 
n o t  t o  m e n t i o n  e a c h  o f f i c e ,  v a r y  g r e a t l y .  
B u s in e s s m e n  i n d i c a t e d  t h a t  em p lo y e es  have b een  
t r a i n e d  s u f f i c i e n t l y  i n  th e  b a s i c  s k i l l s .
2 .  B u s in e s s m e n  have  i n d i c a t e d  a l a c k  o f  a b i l i t y  i n  
t h e  t r a n s f e r  o f  t h e  b a s i c  s k i l l  t o  the  o f f i c e  
s i t u a t i o n .  A n e e d  e x i s t s  f o r  th e  deve lopm ent  o f  
an a w a r e n e s s  o f  th e  o f f i c e  demands, i . e . ,  
d e t e r m i n i n g  t h e  b e s t  way t o  approach  ea ch  new 
t a s k ,  u n d e r s t a n d i n g  w h a t  c o n s t i t u t e s  a d a y 's  
work,  and a p p l y i n g  common s e n s e .
The Nature  o f  O f f i c e  D i c t a t i o n . The c l a s s r o o m  s ta n d a r d  
o f  p e r m i t t i n g  5 p e r c e n t  e r r o r  i n  a t e s t  has  no c o u n t e r p a r t  
i n  an o f f i c e ;  th e  w o r k in g  s t e n o g r a p h e r  has  t o  g e t  a l l  the  
d i c t a t i o n  a n d  t o  t r a n s c r i b e  a l l  o f  i t  a c c u r a t e l y .  To put  
i t  m i l d l y :  e x c e s s  s p e e d  n e v e r  h a n d ic a p p e d  an yon e .
Green s t a t e s  t h a t  f o r  t h e  good  o f  our s t u d e n t s ,  th e  
t e a c h e r  has  th e  r e s p o n s i b i l i t y  t o  h e l p  them to  th e  h i g h e s t  
p o s s i b l e  s p e e d  l e v e l s  so  t h a t  n e v e r  w i l l  t h e y  f a i l  on t h e  
j o b . 30 Based  upon h i s  f i n d i n g s ,  t h e  minimum r e c o r d i n g  r a t e  
o f  100 words  p e r  m in u te  f o r  f i v e  m in u t e s  and 110 words p e r  
m in u te  f o r  t h r e e  m in u t e s  a p p e a rs  t o  be n e c e s s a r y .  In  
a d d i t i o n ,  a g o a l  o f  120 words f o r  f i v e  m in u te s  and 140 words  
p e r  m in u te  f o r  t h r e e  m in u t e s  a p p e a r s  to  be d e s i r a b l e  f o r  the  
s u p e r i o r  s t u d e n t s .
SOibid.
CHàPTER I I I  
FINDINGS
P r o c e d u r e s  o f  Employment. Of th e  f o r t y - o n e  em ployers  
c o n t a c t e d ,  t h i r t y - t w o  i n d i c a t e d  t h e i r  p r o c e d u r e s  f o r  h i r i n g  new 
e m p l o y e e s .  The r e m a i n in g  n i n e  were e l e m e n t a r y  p r i n c i p a l s  i n  
t h e  l o c a l  s c h o o l  s y s t e m  who had n o t  had t h e  h i r i n g  o p p o r t u n i t i e s  
and were n o t  a s k e d  t h e  q u e s t i o n s  r e g a r d i n g  employment p r o c e d u r e s ,
A c c o r d i n g  t o  T a b le  I I ,  75  p e r c e n t  i n d i c a t e d  t h a t  t h e y  
h i r e d  on t h e  b a s i s  o f  t h e  word o f  t h e  a p p l i c a n t  i n  a p e r s o n a l  
i n t e r v i e w .  A p p r o x i m a t e l y  56 p e r c e n t  s a i d  t h e y  c o n s i d e r e d  
r e f e r e n c e s  g i v e n  by t h e  p r o s p e c t i v e  e m p lo y e e .  Only one employer  
i n d i c a t e d  t h a t  a c o n t a c t  was made w i t h  t h e  t e a c h e r  t r a i n e r  
a l t h o u g h  i t  was p o s s i b l e  t h a t  t h e  t e a c h e r ’ s name may have  
b e e n  g i v e n  a s  a r e f e r e n c e  by t h e  a p p l i c a n t .
S i x  b u s i n e s s m e n ,  19 p e r c e n t ,  i n d i c a t e d  t h e  u se  o f  employ­
ment t e s t s .  A l l  s i x  u s e d  a t y p e w r i t i n g  t e s t  w h i l e  f o u r  u se d  
a d i c t a t i o n  form  o f  t e s t  w h ic h  c o n s i s t e d  o f  t h e  d i c t a t i o n  o f  a 
l e t t e r .  The f o u r  em p lo y e rs  i n d i c a t e d  t h a t  th e  l e t t e r  was not  
a lw a y s  t r a n s c r i b e d  and j u d g e d  upon a c c u r a c y .  In  some c a s e s ,  
t h e  em p lo y e r  m e r e l y  wanted  t h e  o p p o r t u n i t y  t o  o b s e r v e  th e  
r e a c t i o n  o f  t h e  a p p l i c a n t  w h i l e  t a k i n g  d i c t a t i o n .
Three em p lo y e r s  u s e d  t h e  M in n e so ta  C l e r i c a l  T e s t .  The 
r e m a in in g  t e s t s ,  t h e  Kuder P r e f e r e n c e  Record,  W onder l ic  
P e r s o n n e l  T e s t ,  a com pany-prepared  t e s t ,  and a t e s t  on th e  
mimeograph,  were e a c h  u s e d  by one o f  th e  e m p lo y e r s .
—3 3 —
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TABLE I I
FREQUENCY AND PERCENT OF PROCEDURES USED AS A BASIS 
FOR EMPLOYMENT BY THIRTY-TWO BUSINESSMEN
P r o ce d u re F req u e n c y
P e r c e n t  o f  T o t a l  
Number o f  
B u s in e ssm en  Surveyed
Word o f  A p p l i c a n t  
( I n t e r v i e w )
24 75
R e f e r e n c e s  G iven 18 56
Employment T e s t s 6 19
T y p e w r i t i n g  T e s t 6 19
D i c t a t i o n 4 12
M in n e so ta  C l e r i c a l Test®- 3 9
Kuder P r e f e r e n c e  Rëcord^ 1 3
W o n d e r l i c  P e r s o n n e l T e s t ° 1 3
Company T e s t 1 3
Mimeograph 1 3
T ea ch e r  T r a in e r 1 3
D. M. Andrew, D. G. Paterson and II, P. Longstsff 
(New York: The P s y c h o l o g i c a l  C o r p o r a t i o n ) .
^G. F r e d e r i c  Kuder,  V o c a t i o n a l — Form C (C hicago:  
S c i e n c e  Research Associates).
*̂ E. P .  W o n d e r l i c  (New York: The P s y c h o l o g i c a l
C o r p o r a t i o n ) .
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S t a t e d  Rate  R e q u i r e m e n t s . B u s in e ssm en  ware a sk e d  i f  
t h e y  had a r a t e  p r e f e r e n c e ,  e v e n  th o u g h  t h e y  d id  n o t  n e c e s ­
s a r i l y  g i v e  a t e s t  t o  m easure  t h e  r a t e .  The r e q u ir e m e n ts  as  
s t a t e d  by t h e  i n t e r v i e w e e s  are  g i v e n  i n  T a b le  I I I  on t h e  
f o l l o w i n g  p a g e .
S e v e n t y - t w o  p e r c e n t  r e p l i e d  t h a t  t h e y  had no p r e f e r e n c e  
r e g a r d i n g  s p e e d  r e q u i r e m e n t s ,  e i t h e r  a c c e p t e d  a s  s t a t e d  or  on  
t h e  b a s i s  o f  a t e s t  p e r f o r m a n c e .  Nine o f  th e  e m p lo y e r s ,
28 p e r c e n t ,  u s e d  a s t a t e d  t y p e w r i t i n g  r a t e  r a n g in g  from 40 
words p e r  m in u te  t o  60 words p e r  m i n u t e .  F i v e  o f  th e  n in e  
e m p lo y e r s  s t a t e d  a d e s i r e  f o r  a r a t e  o f  55 words p e r  m inute  
or  h i g h e r .
Tw enty-one  p e r c e n t  l i s t e d  d i c t a t i o n  r a t e  re q u ir e m e n ts  
r a n g i n g  from 80 t o  120 words p e r  m in u te  w i t h  f o u r  o f  th e  s e v e n  
s t a t i n g  a p r e f e r e n c e  o f  100 words p e r  m in u t e .  None o f  th e  
e m p lo y e rs  u s e d  a t r a n s c r i p t i o n  r a t e  r e q u i r e m e n t s .
As shown i n  th e  comments f o l l o w i n g  Table  I I I ,  e i g h t  
o f  th e  e m p lo y e r s  p r e f e r r e d  t o  h i r e  on a p r o b a t i o n a l  b a s i s  and 
s e v e n  c o n s i d e r e d  a c c u r a c y  more im p o r t a n t  th a n  sp e ed  i n  any o f  
t h e  s k i l l s .
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TABLE I I I
NUMBER AND PERCENT OP BUSINESSMEN ¥fHO 
USED STATED RATE REQUIREMENTS
Requirem ent number U s i n g
Each Type B u s in essm e n  Su rveyed
No R equirem ent 32 23 72
T y p e w r i t i n g  R a te * 32 9 28
( n e t  wpm)
56 -  60 4
51 -  55 1
46 -  50 2
41 -  45 2
D i c t a t i o n  Rate*"'* 32 7 22






T r a n s c r i p t i o n  Rate 32 0 0
'Comments; P r e f e r ” t o  h i r e  on p r o b a t i o n a l  b a s i s .  
A c c u r a c y  more i m p o r t a n t  th a n  s p e e d .  
I f  I  knew what a normal s p e e d  w a s ,  I  
w o u ld  a s k  them .
P ie c e w o r k  b a s i s  o f  pay  s o  s p e e d  i s  
c o n c e r n  o f  e m p lo y e e ,  n o t  me.
Comments : 100 wpm, a d e q u a t e ;  1 2 0 ,  p r e f e r r e d .  
Would w a i t  f o r  h e r  i f  s h e  c o u l d n ' t  
k eep  u p .
No r a t e ;  m ig h t  d i c t a t e  t o  s e e  how she  
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R e s u l t s  o f  Timed W r i t i n g , k  f l v e - m l n u t e  t im e d  w r i t i n g ,  
u s i n g  copy  from t h e  h i g h  s c h o o l  t e x t b o o k  o f  a v e r a g e  d i f f i c u l t y ,  
( 1 , 4  s y l l a b l e  I n t e n s i t y ) ,  was g i v e n  t o  th e  s t e n o g r a p h e r s  
I n  t h e  employment o f  t h e  I n t e r v i e w e e s  a t  t h e  t im e  o f  the  
I n t e r v i e w .  Of a t o t a l  o f  f o r t y - o n e  em p loyers  I n t e r v i e w e d ,  
t h i r t y - o n e  t im e d  w r i t i n g s  were g i v e n .  The r e m a in in g  t e n  
e m p lo y e rs  e i t h e r  had no one em ployed  a t  th e  t im e  or  th e  
em p lo y ees  p r e f e r r e d  n o t  t a k e  . th e  w r i t i n g .  The r e s u l t s  o f  
t h e  t e s t ,  I n  term s  o f  n e t  words p e r  m in u t e ,  are  g i v e n  In  
T able  IV.
The r a t e s  r a n g e d  from  30 words p er  m in u te  t o  75 words  
p e r  m in u te  w i t h  a m id s c o r e  o f  53 words p e r  m in u t e .  T h re e -  
f o u r t h s  o f  th e  t e s t e e s  t y p e d  a t  t h e  r a t e  o f  45 words p e r  
m in u te  or h i g h e r  w h i l e  58 p e r c e n t  w ere  a b l e  t o  ty p e  a t  th e  
r a t e  o f  50 words p e r  m in u t e  and h i g h e r .  Speeds  e x c e e d i n g  
55 words p e r  m in u te  were a t t a i n e d  by  45 p e r c e n t  o f  th e  
s t e n o g r a p h e r s .  B ased  on t h e  maximum e r r o r  l i m i t  (one e r r o r  
p e r  m i n u t e ) ,  75 p e r c e n t  t y p e d  t h e  w r i t i n g  w i t h  a c c u r a c y — f i v e  
o r  l e s s  e r r o r s .
TABLE 17
DISTRIBUTION AND PERCENT OF RATES AND ERRCRS ON A FIVE MINUTE TIMED WRITING
Speed, Net Werds P er M im te Accuracy
Rate Frequency P ercen t Number ©f E rre ra Frequency
P ercen t
7 1 - 7 $ 1 J 10 e r  mere 3 10
66 -  70 0 0 9 1 3
6 1 - 6 5 k 13 8 2 6
5 6 - 6 0 9 29 7 1 3
$1 -  55* k 13 6 2 6
U6 -  50 5 16 5 5 16
Ul -  1j5 k 13 u” 6 19
36 -  UO Z 6 3 1 3
31 -  35 2 6 2 e r  le s s 10 32
TOTAL 31 99 31 98
*Mldsc9re* 53 
^ id scorej k
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D e s i r a b i l i t y  o f  C o n s t r u c t i o n  o f  L o c a l  Employment T e s t , 
fghen .asked w h e t h e r  t h e y  w o u ld  l i k e  t o  have a t e s t  c o n s t r u c t e d ,  
p r o v i d e d  t h a t  s u c h  a t e s t  a c t u a l l y  c o u ld  be c o n s t r u c t e d ,  f o r  u s e  
as  an I n s t r u m e n t  t o  m easure  t h e  e m p l o y a b i l i t y  o f  p r o s p e c t i v e  
em p lo y ees  I n  t h e  M i s s o u l a  a r e a ,  41 p e r c e n t  o f  t h e  r e s p o n d e n t s  
I n d i c a t e d  t h a t  s u c h  a t e s t  w ou ld  be d e s i r a b l e .  Two o f  th e  
em p lo y e rs  q u a l i f i e d  t h e i r  p o s i t i v e  r e s p o n s e  by  s t a t i n g  t h a t  
t h e  t e s t  w o u ld  n e e d  t o  be s p e c i f i c  t o  meet p a r t i c u l a r  b u s i n e s s  
n e e d s .  A n o th e r  em p loye r  I n d i c a t e d  I n t e r e s t ,  p r o v i d e d  t h e  
t e s t  c o u l d  d e t e r m in e  t h e  d e g r e e  o f  job  I n t e r e s t .  T h i r t y - e i g h t  
p e r c e n t  o f  th e  r e s p o n d e n t s  r e p l i e d  "No" t o  th e  q u e s t i o n ,  w h i l e  
22 p e r c e n t  gave  no r e s p o n s e .
TABLE V
PREqUENCY AND PERCENT OF THIRTY-TWO RESPONDENTS 
REGARDING DESIRABILITY OF AN EMPLOYMENT 
TEST FOR THE MISSOULA AREA
R e s p o n se F req u e n c y P e r c e n t  o f  T o t a l  Number Responding
Yes 13 41
No 12 38
No Answer 7 22
Comments : Would be  h e l p f u l  2
Would n e e d  t o  be s p e c i f i c  t o  meet  
p a r t i c u l a r  b u s i n e s s  n e e d s ;  would  
be v a l u a b l e  t o  have  one I f  I t  c o u l d .  2
Y e s ,  I f  you can d e t e r m in e  d e g re e  o f
jo b  I n t e r e s t .  1
No, f e e l s  t e s t s  u n r e l i a b l e ,  1
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Mumber o f  L e t t e r s  Typed i n  A verage  D ay . A l t h o u g h  
no a t t e m p t  was made t o  d e t e r m in e  t h e  s p e c i f i c  amount o f  t im e  
p e r  day s p e n t  on t h e  a c t u a l  t y p i n g  o f  l e t t e r s ,  t h e  em p loyers  
were a s k e d  t o  i n d i c a t e  t h e  number o f  l e t t e r s  t y p e d  on an 
a v e r a g e  d a y .
A c c o r d i n g  t o  T a b le  V I ,  e l e v e n  o f  t h e  f o r t y - o n e  em p loyers  
s t a t e d  t h a t  t h e y  were u n a b l e  to  d e ter m in e  a f i g u r e .  Of th e  
e l e v e n ,  n i n e  were p r i n c i p a l s  who s t a t e d  t h a t  t h e y  w r o te  very  
few  l e t t e r s ;  r a t h e r ,  t h e i r  em p lo y e es  s p e n t  a m a j o r i t y  o f  
t h e i r  t im e  p e r f o r m i n g  o t h e r  d u t i e s ,  such  as f i l i n g ,  p r e p a r i n g  
s t e n c i l s  and h e l p i n g  t e a c h e r s .  Two i n d i c a t e d  t h a t  th e  
v a r i a t i o n  was so g r e a t  d u r in g  th e  month t h a t  th e  s e l e c t i o n  
o f  one day as an a v e r a g e  w o u ld  n o t  be a c c u r a t e .  Three o f  th e  
e m p lo y e rs  commented t h a t  t h e  s te n o g ra p h e r *  s t im e was s p e n t  
p r i m a r i l y  i n  f i l l i n g  i n  f o r m s .
Of t h e  t h i r t y - o n e  who r e s p o n d e d ,  t w e n t y - f o u r  i n d i c a t e d  
t h a t  t h e  number o f  l e t t e r s  t y p e d  p e r  day was f i f t e e n  or  l e s s  
w h i l e  f o u r t e e n  i n d i c a t e d  t h e  d a i l y  o u tp u t  as  b e i n g  f i v e  
l e t t e r s  or l e s s .
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TABLE VI
NUMBER O F  LETTERS TYPED I N  AN AVERAGE DAY 
A C C O R D I N G  TO F O R T Y - O N E  E M P L O Y E R S
Number o f  L e t t e r s  
Per Day
Number o f  
Employers
41 and o v e r 2
36 -  40 0
31 -  35 1
26 -  30 1
21 -  25 2
16 -  20 0
11 -  15 5
6 - 1 0 5
5 and l e s s 14
Unable  t o  answ er 11
Comments: M o s t ly  f i l l i n g  i n  f o r m s . 3
Unable  t o  e s t i m a t e ;  v a r i e s  g r e a t l y
d u r in g  t h e  m onth .  2
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B a s i s  f o r  M ea su r in g  P e r f o r m a n c e . The d ata  o f  Tab le  VII  
p r e s e n t  th e  b a s i s  w h ic h  e m p lo y e r s  u s e d  i n  m ea su r in g  p er form an ce  
on th e  j o b .  The m a j o r i t y  o f  e m p lo y e r s ,  84  p e r c e n t ,  u s e d  
p er fo rm a n ce  on  t h e  job as a b a s i s  o f  e v a l u a t i o n .  The r e m a in in g  
16 p e r c e n t  s t a t e d  t h a t  t h e y  u s e d  words p e r  m inute  a s  a b a s i s ,
TABLE V I I
B A S I S  F O R  M E A S U R I N G  P E R F O R M A N C E  ON T H E  JO B  
A S  I N D I C A T E D  B Y  T H I R T Y -T W O  EM PL O Y E R S
B a s i s Number o f  B u s in e s s m e n
P e r c e n t  o f  T o t a l  
Number R esponding
S a t i s f a c t o r y  P e rform an ce  
on t h e  Job 27 84
W o r d s -p e r -m in u te  B a s i s 5 16
Number o f  A v e ra g e  L en g th  
L e t t e r s  Per  Day 0 0
a l t h o u g h  t h e y  gave no e x p l a n a t i o n  as t o  how t h e y  d e term in ed  
s u c h  a r a t e .
A b i l i t y  o f  High S c h o o l  G rad u ates  t o  M e e t  O f f i c e  S t a n d a r d s . 
When a s k e d  w h e t h e r  t h e  h i g h  s c h o o l  s t u d e n t  had been  a b l e  t o  meet  
t h e i r  employment s t a n d a r d ,  66 p e r c e n t  r e p l i e d  t h a t  th e  h i g h  
s c h o o l  g r a d u a t e  was a b l e  t o  p e r fo r m  s a t i s f a c t o r i l y .  S e v e r a l  
e m p lo y e r s ,  h o w e v e r ,  commented upon t h e  a d ju s tm e n t  f a c t o r  which  
b e g i n n i n g  w o rk ers  f a c e .  Ten p e r c e n t  o f  th e  em ployers  s t a t e d
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TABLE V I I I
OPINIONS OF FORTY-ONE BUSINESSMEN REGARDING ABILITY OF 
EIGH-8CH00L-TRAINED EMPLOYEES TO MEET OFFICE 
PERFORMANCE STANDARDS
?iesponse F r e q u e n c y P e r c e n t  o f  T o t a l  
Number I n t e r v i e w e d
Yea 27 66
No 4 10
Unable t o  answer 10 24
Comments: A d ju s tm en t  on b e g i n n i n g  j o b — m o t i v a ­
t i o n  t o  l e a r n  t h i n g s  y o u  c a n ' t  
t e a c h  i n  s c h o o l .  2
Learn t o  m easure  b e n e f i t  i n  terms o f  
e x p e r i e n c e  and v a l u e  i n  a d d i t i o n  to  
m o n eta r y  v a l u e .  2
Wo, n o t  i n  a l e g a l  o f f i c e  2
Y e s ,  e x c e p t  f o r  s p e l l i n g  1
Y e s ,  c o n s i d e r i n g  l a c k  o f  e x p e r i e n c e  1
Lack o f  a b i l i t y  t o  f o l l o w  d i r e c t i o n s  1
t h a t  th e  h i g h  s c h o o l  g r a d u a t e . was n o t  a b l e  to  meet  t h e i r
l e v e l s  o f  p e r f o r m a n c e .  T w e n ty - fo u r  p e r c e n t  r e p l i e d  t h a t
t h e y  were u n a b le  t o  a n sw er .
A re a s  o f  W ea k n ess . The d a ta  i n  Tab le  IX p r e s e n t  a
summary o f  th e  o p i n i o n s  o f  e m p lo y e rs  when asked t o  l i s t
a r e a s  o f  w e a k n e s s .
I n  th e  a r e a  o f  b a s i c  s k i l l s ,  4 3  p e r c e n t  i n d i c a t e d  a
w eak n ess  i n  s p e l l i n g  w h i l e  41 p e r c e n t  p o i n t e d  o u t  a w eakness
i n  v o c a b u l a r y  and w o r d  u s a g e .  T h i r t y - o n e  p e r c e n t  s t r e s s e d  a
n e e d  f o r  improvement i n  t h e  a r t  o f  a n sw e r in g  t h e  t e l e p h o n e .
—44”
The a r e a s  o f  grammar, p u n c t u a t i o n ,  and a r i t h m e t i c  were l i s t e d  
by 27 p e r c e n t  o f  t h e  r e s p o n d e n t s .
I n  t h e  area  o f  t y p e w r i t i n g ,  more t h a n  h a l f  o f  th e  i n t e r ­
v i e w e e s ,  54 p e r c e n t ,  r e p o r t e d  a l a c k  i n  the  a b i l i t y  t o  p r o o f r e a d .  
More than  o n e - f o u r t h  o f  t h e  e m p lo y e rs  i n d i c a t e d  a h ig h  r a t e  
o f  s t r i k e o v e r s  (29 p e r c e n t )  and a l a c k  o f  a b i l i t y  f o r  com­
p o s i t i o n  (27 p e r c e n t ) . A p p r o x i m a t e l y  o n e - f i f t h  i n d i c a t e d  t h a t  
t y p o g r a p h i c a l  e r r o r s  were common. B etw een  10 and 15 p e r c e n t  
i n d i c a t e d  w e a k n e s s e s  i n  th e  b a l a n c e  and p la c em e n t  o f  m a t e r i a l  
and i n  t h e  a b i l i t y  t o  t y p e  numbers .  The f o l l o w i n g  a rea s  were  
l i s t e d  by l e s s  t h a n  10 p e r c e n t :  l e g i b l e  ca r b o n s ,  a d d r e s s i n g
o f  e n v e l o p e s ,  t y p i n g  o f  t a b u l a t i o n s ,  o m i s s i o n s ,  and i n c o r r e c t  
s y l l a b i c a t i o n .
In  t h e  a r e a  o f  t r a n s c r i p t i o n ,  35 p e r c e n t  r e p o r t e d  a l o s s  
i n  t h e  m eaning  o f  d i c t a t i o n  w h e n  t r a n s c r i b e d  by  new e m p lo y e e s .
A l i t t l e  more t h a n  o n e - f o u r t h  (27  p e r c e n t )  r e p o r t e d  m essy  
e r a s u r e s  and f a i l u r e  t o  u s e  r e f e r e n c e  b o o k s  when n e c e s s a r y .
O f  th e  1 7  p e r c e n t  w h o  commented o n  w a s te  o f  s u p p l i e s ,  some 
b u s in e s s m e n  a d m i t t e d  t h a t  t h e  w a s t e  was n o t  a l w a y s  th e  s t e n o ­
g r a p h e r ' s  f a u l t .  L ess  t h a n  1 0  p e r c e n t  r e p o r t e d  t h a t  th e  
q u a n t i t y  o f  work ( o u t p u t )  was lo w .
A p p r o x im a te ly  o n e - f o u r t h  o f  th e  em p loyers  r e p o r t e d  a 
l a c k  o f  c o n f i d e n c e  b y  th e  s t e n o g r a p h e r  i n  h e r  n o t e s .  S e v e n t e e n  
p e r c e n t  r e p o r t e d  t h a t  th e  em ployee  d i d  n o t  v e r i f y  h e r  n o t e s  
w h e n  s h e  was i n  d o u b t .
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TABia IX
PREqUENCY AM) PEI^GEIIT OF AJiEAS OF ViEàXüESSES 
INDICATED BY FORTY-ONE BUSINESSMEN
Area F r eq u e n c y P e r c e n t  o f  T o t a l  Number S u rveyed
B a s i c  S k i l l s :
S p e l l i n g 18 44
V o c a b u la r y  and Word Usage 17 41
Use o f  Te lep h on e 13 32
Grammar 11 27
P u n c t u a t i o n 11 27
A r i t h m e t i c 11 27
Penmanship 2 5
S e l f  E x p r e s s i o n 1 2
T y p e w r i t i n g ;
P r o o f r e a d i n g 22 54
S t r i k e o v e r s 12 29
C o m p o s i t io n 11 27
T y p o g r a p h i c a l  E r r o r s 9 22
B a la n c e  and P la c e m e n t 6 15
Numbers 5 12
L e g i b l e  Carbons 3 7
A d d r e s s i n g  E n v e lo p e s 3 7
T a b u l a t i o n s 1 2
O m is s io n s 1 2
I n c o r r e c t  S y l l a b i c a t i o n 1 2
T r a n s c r i p t i o n :
L o s in g  Meaning o f  D i c t a t i o n 14 34
Messy E r a s u r e s 11 27
Use o f  R e f e r e n c e  Books 11 27
Waste o f  S u p p l i e s 7 17
Output ( q u a n t i t y ) 3 7
D i c t a t i o n :
C o n f id e n c e  i n  n o t e s 11 27
V e r i f i c a t i o n  o f  n o t e s  when
i n  doubt 7 17
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Comments: T e l e p h o n e — s p e a k i n g  d i s t i n c t l y  and c u l t i ­
v a t i n g  a p l e a s a n t  and p e r s o n a b l e  v o i c e ;  
as  i n i t i a l  c o n t a c t ,  v e r y  i m p o r t a n t .  5
Lack o f  c o n f i d e n c e  and l o s i n g  m eaning o f
d i c t a t i o n - - g i r l s  j u s t  o u t  o f  s c h o o l  o n l y .  2 
N e c e s s i t y  o f  be coaming a c q u a i n t e d  with o f f i c e  
v o c a b u l a r y ;  n e e d  o f  b road  v o c a b u l a r y  2
O u t p u t - - q u a l i t y ,  y e s ;  q u a n t i t y ,  no 2
U n d e r s ta n d  w h o le  b u s i n e s s  a r i t h m e t i c  c y c l e .  1
Lack o f  c a p a c i t y  f o r  s e l f  e x p r e s s i o n  1
A b i l i t y  t o  t y p e  numbers ; v e r y  im p o r t a n t ;
m i s t a k e s  a re  d i s a s t r o u s  1
%aste o f  s u p p l i e s — n o t  a l w a y s  g i r l ' s  f a u l t  1
A b i l i t y  t o  r e c o g n i z e  what she  can p o s t p o n e .  1
O f f i c e  M achines  i n  U s e . The d a ta  o f  Table  X p r e s e n t  
t h e  o f f i c e  m a c h in es  i n  u s e .  The manual t y p e w r i t e r  was
u s e d  by a l l  e m p l o y e r s .  More t h a n  40 p e r c e n t  i n d i c a t e d  u s e
o f  t h e  m i m e o g r a p h  (46 p e r c e n t )  and t h e  t e n - k e y  adding  
m achine  (41 p e r c e n t ) . A p p r o x i m a t e l y  o n e - t h i r d  o f  th e
r e s p o n d e n t s  i n d i c a t e d  a n e e d  f o r  t h e  s k i l l  on th e  f u l l - k e y
a d d in g  machine (39 p e r c e n t ) ,  t h e  d u p l i c a t o r  and v o i c e  r e ­
c o r d i n g  m ach in es  (34  p e r c e n t ) ,  and t h e  r o t a r y  c a l c u l a t o r  
(31 p e r c e n t ) . About o n e - f i f t h  o f  th e  em p lo y e rs  u se d  e l e c ­
t r i c  t y p e w r i t e r s  and b o o k k e e p in g  m a ch in es  i n  t h e i r  o f f i c e s .  
A p p r o x im a te ly  10 p e r c e n t  o f  t h e  em p lo y e rs  u s e d  copy m achines  
and a d d r e s s i n g  m a c h i n e s .  L e s s  th a n  5 p e r c e n t  l i s t e d  the  
f o l l o w i n g :  k e y - d r i v e n  c a l c u l a t o r ,  p o s t i n g  m a ch in e ,  i n t e r ­
com m unicat ion  s y s t e m ,  b i l l i n g  m a c h in e ,  and a u to m a t ic  
m a i l i n g  d e v i c e s .
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TABLE X
TYPES OF OFFICE MACHINES USED 
IN  FORTY-ONE OFFICES
Type o f  Machine " ^ S e ^ o r t f n g ^ S l : * '
P e r c e n t  o f  T o t a l  
Number Responding
Manual T y p e w r i t e r 41 100
Mimeograph 19 46
T e n -k e y  Adding Machine 17 41
F u l l - k e y  Adding Machine 16 39
D u p l i c a t o r 14 34
V o i c e  R e c o r d in g  Machine 14 34
R o ta ry  C a l c u l a t o r 13 32
E l e c t r i c  T y p e w r i t e r 9 22
B o o k k eep in g  Machine 8 20
Copy Machine 5 12
A d d r e s s i n g  Machine 4 10
K e y - d r i v e n  C a l c u l a t o r 1 2
P o s t i n g  Machine 1 2
I n t e r c o m m u n i c a t i o n  S y stem 1 2
B i l l i n g  Machine 1 2
A u to m a t ic  M a i l i n g  D e v i c e 1 2
Comments: V o i c e  r e c o r d e r ,  g i r l s  won’ t  u s e  i t .
—48“
O ther comments whichWB.re made by em ployers  
r e g a r d i n g  p a s t  e x p e r i e n c e s  w ere ;
I n t e r e s t ,  a t t i t u d e ,  s e n s i t i v i t y  8
D e v e l o p i n g  s e n s e  o f  l o y a l t y .
R e s p o n s i b i l i t y  t o  do jo b  no m a t t e r  what th e  
t i m e .
I f  s h e  f e e l s  a l l  she  i s  g e t t i n g  p a i d  f o r  i s  
t o  t y p e ,  s h e  i s  w rong .
S en se  o f  r e s p o n s i b i l i t y  r e g a r d i n g  v a l u e  o f  th e  j o b .
Use o f  common s e n s e  6
F a i l u r e  t o  a c t  c a u s e s  more t r o u b l e  th a n  t o  
a c t  and have  t o  c o r r e c t  i t  l a t e r .
I f  b u s in e s s m a n  must  s u p e r v i s e  e v e r y  d e t a i l ,  
he m ig h t  as  w e l l  do i t  h i m s e l f .
R eason  f o r  h i r i n g  i s  t o  have  p e o p l e  t o  do 
t h e  jo b  f o r  y o u .
C o n f i d e n t i a l  n a t u r e  o f  t h e  o f f i c e  4
L e ss  th a n  two y e a r s  o f  t r a i n i n g  in a d e q u a t e  1
P r e f e r  e x p e r i e n c e ,  l e g a l  1
Never  had a g i r l  vvho c o u l d  f i l e  1
Summary, The f o l l o w i n g  p o i n t s  a re  p r e s e n t e d  as a 
summary o f  t h e  f i n d i n g s  o f  t h e  s t u d y ,
1 ,  Em ployers  i n  t h e  s e l e c t e d  M i s s o u l a  b u s i n e s s  f i r m s  
h i r e  on a p r o v i s i o n a l  b a s i s  r a t h e r  th a n  by 
s p e c i f i c  s k i l l  r e q u i r e m e n t s ,
2 ,  Of t h e  s p e c i f i c  r e q u i r e m e n t s  g i v e n ,  th e  t y p e w r i t i n g  
r a t e  ra n g e d  from 40 t o  60 words p e r  m inute  w i t h  a 
m id s c o r e  o f  50 words p e r  m i n u t e .  The d i c t a t i o n  r a t e  
ra n g ed  from  8 0  t o  120 words p e r  m inute  w i t h  a 
m id s c o r e  o f  100 words p e r  m i n u t e .  No t r a n s c r i p t i o n  
r a t e  r e q u ir e m e n t  was g i v e n ,
3 ,  On t h e  b a s i s  o f  t h e  t im e d  w r i t i n g  g i v e n  t o  s t e n o g r a p h e r s  
em ployed  a t  t h e  t im e  o f  t h e  i n t e r v i e w ,  a range from
30 t o  75 words p e r  m in u te  was found w i t h  a m id s c o r e  o f  
53 words p e r  m i n u t e , F i f t y - e i g h t  p e r c e n t  ty p e d  a t  
a r a t e  o f  50 words p e r  m in u te  o r  h i g h e r  w h i l e  45  
p e r c e n t  w ere  a b l e  t o  ty p e  a t  sp e e d s  e x c e e d i n g  55 words  
p e r  m i n u t e .
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4 .  The r e s p o n d e n t s  were r a t h e r  e v e n l y  d i v i d e d  upon  
t h e  d e s i r a b i l i t y  o f  th e  c o n s t r u c t i o n  o f  a t e s t  t o  
m eet  t h e  needs o f  the M i s s o u l a  a r e a .  T h i r t e e n  
i n t e r v i e w e e s  were i n  f a v o r  o f  such  a t e s t  w h i l e  
t w e l v e  were o p p o se d  and s e v e n  gave no r e s p o n s e .
T h i s  seems t o  im p l y  t h a t  t h e  b u s in e s s m e n  found  
t h e i r  e x i s t i n g  m ethods  o f  employment s a t i s f a c t o r y ,
5 .  I n  t h r e e - f o u r t h s  o f  t h e  o f f i c e s ,  t h e  number o f  
l e t t e r s  t y p e d  i n  an a v e r a g e  day was f i f t e e n  or  l e s s ,  
and 45  p e r c e n t  o f  t h e  o f f i c e s  produced  f i v e  o r  l e s s  
d a i l y .  These  r e s p o n s e s  s u g g e s t  t h a t  t h e  s t e n o g r a p h e r s  
i n  t h e  o f f i c e s  o f  t h e  s e l e c t e d  b u s i n e s s  f i r m s  spend
a m a j o r i t y  o f  t h e i r  t im e  p e r f o r m in g  many o t h e r  d u t i e s  
s i n c e  t h e  t im e  n e c e s s a r y  f o r  t h e  p r e p a r a t i o n  o f  
f i f t e e n  o r  l e s s  l e t t e r s  w ould  c o n s t i t u t e  a s m a l l  
p o r t i o n  o f  t h e  d a y .
6 .  A rea s  o f  w e a k n e s s e s  r e p o r t e d  by 20 p e r c e n t  or  more 
o f  t h e  b u s i n e s s m e n  w ere :
B a s i c  S k i l l s  S p e l l i n g
V o c a b u la r y  and Word Usage
Use o f  t h e  T e lep h o n e
Grammar
P u n c t u a t i o n
A r i t h m e t i c
T y p e w r i t i n g  P r o o f r e a d i n g
S t r i k e o v e r s  
C o m p o s i t io n  
T y p o g r a p h i c a l  E rr o rs
T r a n s c r i p t i o n  L o s in g  Meaning o f  D i c t a t i o n
Messy E r a s u r e s
Use o f  R e f e r e n c e  Books
D i c t a t i o n  Lack o f  C o n f id e n c e  i n  N otes
7 .  O f f i c e  m a ch in es  i n  u s e  by 20 p e r c e n t  o f  t h e  em ployers  
or more w ere  the  manual t y p e w r i t e r ,  mimeograph, t e n -  
key  a d d in g  m achine  and f u l l - k e y  add ing  m ach in e ,  
d u p l i c a t o r ,  v o i c e  r e c o r d i n g  m a ch in e ,  r o t a r y  c a l c u l a t o r ,  
and t h e  e l e c t r i c  t y p e w r i t e r .
8 .  Per form an ce  on t h e  job was measured  i n  terms o f  
s a t i s f a c t o r y  p e r f o rm a n c e  by 8 4  p e r c e n t  r a t h e r  t h a n  
i n  t erm s  o f  a p a r t i c u l a r  r a t e  or s p e c i f i c  o u tp u t  
p e r  d a y .
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9 ,  I n  t h e  o p i n i o n  o f  66 p e r c e n t  o f  th e  e m p lo y e r s ,  
th e  h i g h - s c h o o l - t r a i n e d  em p loye e  was c a p a b le  o f  
p e r f o r m i n g  s a t i s f a c t o r i l y  on th e  j o b .
1 0 .  A l t h o u g h  th e  a n a l y s i s  o f  p e r s o n a l i t y  t r a i t s  was
o u t s i d e  th e  s c o p e  o f  t h i s  s t u d y ,  t h e r e  a r e  i n d i c a ­
t i o n s  t h a t  t h e  d ev e lo p m e nt  o f  d e s i r a b l e  p e r s o n a l i t y  
t r a i t s  h a s  b e e n  weak and t h a t  f u r t h e r  s t u d y  i n  t h i s  
a r e a  i s  n e e d e d .
CHAPTER IV 
CONCLUSIONS AND RECOMMENDATIONS
The P r o b le m . The p u r p o s e s  f o r  u n d e r t a k i n g  t h i s  
s t u d y  were a s  f o l l o w s :
1 .  To d e t e r m in e  th e  b a s i s  o f  i n i t i a l  employment o f  
s t e n o g r a p h e r s .
2 .  To d i s c o v e r  from  e a c h  em p lo y e r  w hether  some form o f  
employment t e s t  was u s e d .
3 .  To d e t e r m in e  s k i l l  r e q u i r e m e n t s  f o r  th e  i n i t i a l  j o b .
4 .  To r e s o l v e  t h e  m ost  common d e f i c i e n c i e s  o b s e r v e d  i n  
new e m p lo y e e s  r e g a r d i n g  m e c h a n i c a l  s k i l l s .
5 .  To d e t e r m in e  t h e  k in d s  o f  b u s i n e s s  m achines  commonly 
u s e d  and c o n s i d e r e d  d e s i r a b l e  by b u s i n e s s m e n  i n  t h e  M is s o u la  
a r e a .
6 .  To f i n d  o u t  w h e t h e r ,  i n  t h e  o p i n i o n  o f  th e  b u s in e s sm a n ,  
t h e  s c h o o l  v/as p r o v i d i n g  g r a d u a t e s  w i t h  a d e q u a te  v o c a t i o n a l  
t r a i n i n g .
7 .  To e l i c i t  s u b j e c t i v e  comments from th e  r e s p o n d e n t s  
w h ic h  w ou ld  be o f  u s e  i n  im p r o v in g  t h e  p r e p a r a t i o n  o f  s t u d e n t s  
and i n  u n d e r s t a n d i n g  t h e  p ro b lem s  o f  the  o f f i c e .
C o n c l u s i o n s .
1 .  B u s in e s s m e n  i n  t h e  s e l e c t e d  M i s s o u l a  o f f i c e s  h i r e  on 
t h e  b a s i s  o f  p r o b a t i o n a l  employment f o r  th e  most  p a r t .
L im i te d  u s e  o f  s k i l l  r e q u i r e m e n t s  was found i n  th e  s t u d y .
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2 .  As l e a r n i n g  s t a n d a r d s ,  t h e  i n d i c a t i o n  e x i s t s  t h a t  
s t a n d a r d s  may be a d o p t e d ,  b a s e d  on c u r r e n t  r e a d i n g  and t h e  
f i n d i n g s  o f  t h i s  s t u d y .
3 .  M i s s o u l a  e m p lo y e r s  are  s a t i s f i e d  w i t h  t h e i r  method o f  
h i r i n g  e m p lo y e e s .  An employment t e s t  f o r  th e  a r e a  i s  not  
n eed ed  nor d e s i r e d  a t  t h i s  t i m e ,
4 ,  S i x t y - s i x  p e r c e n t  o f  th e  e m p lo y e rs  i n d i c a t e d  t h a t  
th e  h i g h - s c h o o l - t r a i n e d  e m p lo y e e s  were c a p a b le  o f  m e e t in g  
t h e i r  p er fo rm a n ce  s t a n d a r d s .  With improvement i n  th e  a r e a s  o f  
w e a k n e s s ,  th e  s u c c e s s  o f  h i g h  s c h o o l  g r a d u a t e s  c o u ld  be  
improved i n  t h e  f u t u r e ,
5 .  B e c a u se  t h e  e m p lo y e r s  i n d i c a t e d  t h a t  t w o - t h i r d s  o f  th e  
h i g h  s c h o o l  g r a d u a t e s  w ere  a b l e  t o  meet  job perform ance  s t a n ­
dards  but  recommended a number o f  a r e a s  i n  w h ich  improvement  
c o u l d  be made, t h e  i m p l i c a t i o n  may be drawn t h a t  th e  h i g h  
s c h o o l  g r a d u a t e s  have b e e n  t r a i n e d  s u f f i c i e n t l y  i n  t h e  b a s i c  
s k i l l s  but  l a c k  t h e  a b i l i t y  t o  t r a n s f e r  th e  t r a i n i n g  t o  th e  
o f f i c e  s i t u a t i o n ,
6 ,  B e c a u se  M i s s o u l a  o f f i c e s  u s e  a v a r i e t y  o f  o f f i c e  
m a c h in e s ,  th e  i m p l i c a t i o n  may be made t h a t  t r a i n i n g  on the  
m ost  commonly u s e d  m a c h in es  s h o u ld  be i n c l u d e d  f o r  a l l  
s t u d e n t s  i n  th e  t e r m i n a l  t r a i n i n g  c o u r s e ,
7 ,  A l t h o u g h  th e  a n a l y s i s  o f  p e r s o n a l i t y  t r a i t s  was 
o u t s i d e  t h e  s cop e  o f  t h i s  s t u d y ,  a s t u d y  i n  t h i s  area  i n  th e  
f u t u r e  may p o i n t  o u t  o t h e r  problem s o f  t h e  b e g i n n i n g  w o rk er .
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R ecom m end at lon s . The f o l l o w i n g  recom mendations  are  
made i n  v ie w  o f  t h e  f i n d i n g s  and c o n c l u s i o n s  p r e v i o u s l y  
p r e s e n t e d  i n  t h i s  s t u d y .
1 ,  The d a t a  w ou ld  seem t o  i n d i c a t e  t h a t  th e  f o l l o w i n g  
minimum s ta n d a r d s  a r e  d e s i r a b l e  a s  l e a r n i n g  s ta n d a r d s  f o r  
t h e  t e r m i n a l  s t e n o g r a p h i c  t r a i n i n g  c o u r s e  a t  t h e  end o f  th e  
se c o n d  y e a r ;
50 n e t  words p e r  m inuteT y p e w r i t i n g  r a t e ;  
S h o r th a n d  d i c t a t i o n ;
T r a n s c r i p t i o n  r a t e ;
100 words  a  m in u t e ,  f i v e  m in u te s  
110 words a m in u t e ,  t h r e e  m in u tes  
80 words a m i n u t e , l e t t e r s ,  
o f f i c e - s t y l e  d i c t a t i o n
15 words a m in u t e ,  l e t t e r s  
20 words a m in u t e ,  d i c t a t i o n
g i v e n  a t  c o n s t a n t  s p e e d s .
2 .  D e s i r a b l e  g o a l s  f o r  t h e  s u p e r i o r  s t u d e n t  would seem  
t o  be ;
T y p e w r i t i n g  r a t e ;  55 n e t  words p er  m inute
S h o rth a n d  d i c t a t i o n ;  120 words a m in u t e ,  f i v e  m in u te s
140 words a  m in u t e ,  t h r e e  m in u tes
100 words a m in u t e ,  l e t t e r s ,
o f f i c e - s t y l e  d i c t a t i o n
T r a n s c r i p t i o n  r a t e ;  20 words a m in u t e ,  l e t t e r s
25 words a m in u t e ,  d i c t a t i o n
g i v e n  a t  c o n s t a n t  s p e e d s .
3 .  O f f i c e  m a c h in es  s h o u l d  be i n c l u d e d  as p a r t  o f  the  
t e r m i n a l  c o u r s e  w i t h  p a r t i c u l a r  em phasis  on th e  mimeograph, t e n -  
key  and f u l l - k e y  a d d in g  m a c h in e s ,  d u p l i c a t o r ,  v o i c e  r e c o r d i n g  
m a c h i n e s , t h e  r o t a r y  c a l c u l a t o r ,  and t h e  e l e c t r i c  t y p e w r i t e r .
4 .  To f a c i l i t a t e  th e  t r a n s f e r  o f  t r a i n i n g  t o  th e  o f f i c e ,  
more em phasis  s h o u l d  be p l a c e d  upon s i m i l a t e d  job p r o d u c t i o n
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s t r e s s i n g  a c c u r a c y  and a c c e p t a b i l i t y  o f  th e  f i n i s h e d  p r o d u c t ,  
w i t h  p a r t i c u l a r  em p h as is  on t h e  f o l l o w i n g  a r e a s  o f  w eak n ess ;
B a s i c  S k i l l s :  S p e l l i n g
V o c a b u la r y  and word usage
Use o f  t h e  t e l e p h o n e
Grammar
P u n c t u a t i o n
A r i t h m e t i c
T y p e w r i t i n g ;  P r o o f r e a d i n g
S t r i k e o v e r s  
C o m p o s i t io n  
T y p o g r a p h i c a l  e r r o r s
T r a n s c r i p t i o n :  L o s in g  m e a n i n g  o f  d i c t a t i o n
Messy e r a s u r e s
Use o f  r e f e r e n c e  books
D i c t a t i o n ;  Lack o f  c o n f i d e n c e  i n  n o t e s
F u r t h e r  S t u d y .
1 .  A. s i m i l a r  s t u d y  o f  s t u d e n t s  who have  b ee n  t r a i n e d  i n  
s t e n o g r a p h y  a t  M i s s o u l a  County H igh  S c h o o l  may r e v e a l  a d d i ­
t i o n a l  e m p l o y m e n t  p ro b lem s  from t h e  e m p lo y e e ' s  s t a n d p o i n t .  
Such a s t u d y  w o u l d  make p o s s i b l e  a f u r t h e r  e v a l u a t i o n  o f  the  
p r  e s e n t  t r a i n i n g  p rogram .
2 .  P e r i o d i c  s t u d i e s  s h o u l d  be made i n  th e  f u t u r e  t o  
d e te r m in e  t h e  p r o g r e s s  o f  t h e  t r a i n i n g  program and t o  keep  
a b r e a s t  o f  t h e  n e e d s  o f  t h e  community.
3 .  The p o s s i b i l i t y  e x i s t s  t h a t  t h e  d e v e l o p m e n t  o f  th e  
e m p lo y a b le  p e r s o n a l i t y  m a y  h a v e  b e e n  n e g l e c t e d  o n  th e  l o c a l  
l e v e l . ,  A s t u d y  i n  th e  a r e a  w o u l d  b e  h e l p f u l  i n  d e t e r m in in g  
p rob lem s  i n v o l v i n g  p e r s o n a l i t y  f a i l u r e s  o f  b e g i n n i n g  s t e n o ­
g r a p h ic  w o r k e r s .
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November 2 8 ,  1956
M i s s o u l a ,  Montana  
Dear S i r :
Under t h e  g u i d a n c e  o f  th e  S c h o o l  o f  E d u c a t io n  a t  Montana 
S t a t e  U n i v e r s i t y  and Air. D. H. B e a r y ,  I  am making a s t u d y  
o f  employment s t a n d a r d s  i n  th e  M i s s o u l a  a r e a ,  w i t h  th e  hope  
t h a t  we s h a l l  be a b l e  t o  e v a l u a t e  o u r  program and p r o v id e  
th e  t y p e  o f  program d e s i r e d  by t h e  community f o r  p r o s p e c t i v e  
s t e n o g r a p h i c  e m p l o y e e s .
Your f i r m  h a s  been  c h o s e n  t o  p a r t i c i p a t e  b e c a u se  you have  
b e e n  s o  c o - o p e r a t i v e  w i t h  us  on our  s t e n o g r a p h i c  p a r t - t i m e  
work program a t  some t im e d u r in g  t h e  p a s t  f o u r  y e a r s ,
I  am e n c l o s i n g  an  I n t e r v i e w  Guide w h ich  I  s h a l l  u se  i n  i n t e r ­
v i e w i n g ,  A l l  o f  th e  q u e s t i o n s  w i l l  n o t  n e c e s s a r i l y  p e r t a i n  
t o  e v e r y  b u s i n e s s m a n .  B a s i c a l l y ,  I  am i n t e r e s t e d  i n  th e  
s t a n d a r d s  you  w ould  e x p e c t  o f  a b e g i n n i n g  s t e n o g r a p h i c  
em p lo y e e ;  in a d d i t i o n ,  I am intarosted i n  th e  areas where  
im provements  can  be made.
I n  item 15, you  w i l l  s e e  t h a t  I  am a s k i n g  f o r  i n f o r m a t i o n  
r e g a r d i n g  t h e  number o f  l e t t e r s  t y p e d  p e r  day .  I f  p o s s i b l e ,
I  would l i k e  t o  have  your  s t e n o g r a p h e r  or  s e c r e t a r y  p i c k  an 
a v e r a g e  day and count  th e  number o f  p i e c e s  o f  c o r r e s p o n d e n ce  
she  t y p e d  t h a t  d a y .  I t e m  14 r e l a t e s  t o  a 5 ” t im e d  w r i t i n g .
I  would  a p p r e c i a t e  th e  o p p o r t u n i t y  t o  g i v e  y o u r  s t e n o g r a p h e r  
or  s e c r e t a r y  a t y p i n g  t e s t  i n  o r d e r  t o  d e te r m in e  th e  a v e r a g e  
r a t e  o f  g i r l s  now e m p loyed .  I f  t h i s  i s  n o t  p o s s i b l e  a t  t h e  
t im e  o f  th e  i n t e r v i e w ,  I  s h a l l  be happy t o  arra n g e  a t ime  
c o n v e n i e n t  to  you  and to  y o u r  em ployee  a t  a l a t e r  d a t e .
A l l  i n f o r m a t i o n  w i l l  be c o n f i d e n t i a l .  At no t im e w i l l  a 
b u s in e s sm a n  or  b u s i n e s s  f i r m  be i d e n t i f i e d  by  name.
Some t im e  d u r i n g  t h e  n e x t  few  m o n th s ,  I  s h a l l  c a l l  i n  advance  
and a rra n g e  f o r  an a p p o in tm e n t  a t  a t ime c o n v e n i e n t  to  you ,
I  s h a l l  a p p r e c i a t e  y o u r  h e l p  and s h a l l  make e v e r y  e f f o r t  t o  
t a k e  a minimum amount o f  y o u r  t i m e .
S i n c e r e l y  y o u r s ,
(M iss )  Mary R i l e y  
M i s s o u l a  County High S c h o o l
E n c l o s u r e
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S n d o r s e d  by;
L in u s  J .  C a r l e t o n .  Dean D. H. B e a r y ,  P r i n c i p a l
S c h o o l  o f  E d u c a t i o n  M i s s o u l a  County High S c h o o l
Montana S t a t e  U n i v e r s i t y
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B u s i n e s s  I n t e r v i e w  Guide
1 .  Name o f  o r g a n i z a t i o n  .......................................................................................
2 .  N am e a n d  t i t l e  o f  p e r s o n  i n t e r v i e w e d  ...............................................................
3 .  D o  y o u  u s e  t e s t s  f o r  e m p l o y m e n t  p u r p o s e s ?  .  .  Y e s  N o
a .  I f  s o ,  what t y p e :  Typing  T e s t .....................
S h orthand  D i c t a t i o n  . . . .
O th e r s :  ( L i s t )  . . .
b .  I f  a n s w e r  t o  No. 3  was No, on what b a s i s  do 
you h i r e  p r o s p e c t i v e  em p loyees?
1 .  Word o f  A p p l i c a n t
2 .  R e f e r e n c e s  Given
3 .  T eac he r  t r a i n e r
4 .  O thers
4 .  Do you p r e f e r  t o  measure th e  performance of
workers
On a w o r d s - p e r - m i n u t e  b a s i s  . . ,
Or
On a c e r t a i n  number o f  a v e r a g e  l e n g t h  l e t t e r s
typed w i t h i n  a c e r t a i n  period of t im e? . . .
5 .  Do you u s e  a standard,  typing r e q u ire m e n t  f o r  
b e g i n n i n g  em p lo y ees?  I f  s o ,  what type?  Yes No
a .  s t r a i g h t  copy  71 & o v e r
66 -  70  
61 -  65 
56 -  60  
51 -  55 
46 -  50 
41 -  45 
36 -  40 
31 -  35 
30 & under
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b .  l e t t e r s ,  c o p y in g  r a t e
On what b a s i s  do you  f i g u r e  r a t e s ?
Gross  words p e r  m in u te  
C o r r e c t  words p e r  m in u te  
Net words p e r  m in u te
Do you u s e  a s ta n d a r d  t r a n s c r i p t i o n  
r e q u ir e m e n t?
I f  answer i s  y e s ,  on what b a s i s ?
a .  m a n u s c r ip t  r a t e ...................................
b .  l e t t e r s  r a t e
l e t t e r s ,  o u t p u t  p e r  day
5 1  & o v e r  
4 6  -  5 0  
4 1  -  4 5  
3 6  -  4 0  
3 1  -  3 5  
3 0  & u n d e r
Yes N o
46 & o v er  
41 -  45 
36 -  40  
31 -  35  
26 -  30  
21 -  25 
20 & under  
41 & o v e r  
36 -  40  
31 -  35  
26 -  30  
21 -  25  
16 -  20  
11 -  15  
10 & under  
41 Sc o v e r  
36 -  40 
31 -  35  
26  ̂ 30  
21 -  25  
16 -  20  
11 -  15 
6 - 1 0  
5 & l e s s
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7 .  Do you r e q u i r e  a minimum sh o r th a n d  d i c t a t i o n  
r a t e ?
8 ,  Do y o u  f e e l  t h e  h i g h - s c h o o l - t r a i n e d  em ployees  
h a v e  b e en  m e e t i n g  y o u r  employment s ta n d a rd ?
9 ,  I n  g e n e r a l  t r a n s c r i p t i o n  a b i l i t i e s ,  w h ich  a r e a s  
do you  f e e l  n e e d  t o  be s t r e s s e d ?  Mark w i t h  a 
c h e c k  t h o s e  a r e a s  w h ich  n e e d  improvement .
F u n d am en ta ls  o f  a r i t h m e t i c  .........................................
Fu n d am en ta ls  o f  E n g l i s h :
S p e l l i n g  ..................................................................................
G r a m m a r ..................................................................................
P u n c t u a t i o n  ........................................................................
V o c a b u la r y  & word u s a g e  .........................................
Fu n d am en ta ls  o f  t y p e w r i t i n g :
S t r i k e o v e r s ......................................................... .....
B a la n c e  & P la c e m e n t  ...................................................
I n c o r r e c t  s y l l a b i c a t i o n  .........................................
T y p o g r a p h i c a l  e r r o r s  ...................................................
P r o o f r e a d i n g  ........................................................................
T a b u l a t i o n s  ( s t a t i s t i c a l )  . . .  .....................
A b i l i t y  t o  t y p e  numbers c o r r e c t l y  . . . .
L e g i b l e  carb on s  . . ...................................................
C o m p o s i t i o n ,  l e t t e r s  ....................................................
A d d r e s s i n g  E n v e lo p e s  ....................................................
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Pundam enta ls  o f  t r a n s c r i p t i o n :
L o s in g  m ean in g  o f  d i c t a t i o n  . . . . . . .
Messy e r a s u r e s  ...................................................................
Waste o f  s u p p l i e s ,  r e t y p i n g ,  e t c .......................
Use o f  r e f e r e n c e  books  when n e c e s s a r y  . .
Output ( Q u a n t i t y )  .........................................................
O t h e r s ;  ( L i s t )
F u n d am en ta ls  o f  d i c t a t i o n :
V e r i f i c a t i o n  o f  numbers and symbols  when 
i n  doubt  .............................................................................
C o n f i d e n c e  i n  n o t e s  ....................................................
1 0 .  what o f f i c e  m a c h in e s  do you  u se  i n  your  o f f i c e ?  
Mark w i t h  a c h e c k  t h o s e  m a c h i n e s  you  c o n s i d e r  
d e s i r a b l e  f o r  e m p l o y e e s  t o  have  an a c q u a i n t a n c e ­
s h i p  o f  t h e i r  o p e r a t i o n ?
Manual t y p e w r i t e r  ..............................................................
E l e c t r i c  t y p e w r i t e r  .........................................................
Mimeograph ...................................................................................
D u p l i c a t o r  . . ........................................................................
R o ta r y  c a l c u l a t o r  ..............................................................
T en -k ey  a d d in g  m a c h i n e  ......................................................................
F u l l - k e y  a d d in g  m achine  ...............................................
Comptometer .............................................................................
V o i c e  r e c o r d i n g  m ach in es
( D i c t a p h o n e s ,  E d ip h o n e s ,  e t c . )  ..........................
A d d r e s s i n g  m a ch in e s  .........................................................
B o o k k e ep in g  m a c h in e s  .........................................................
O th e r s :  ( L i s t )
1 1 .  Do you have any  s p e c i a l  comments on t h e  p o l i c i e s  o f  
y o u r  company c o n c e r n i n g  e m p lo y e es?
- 6 5 -
1 2 . Would
1 3 .
y o u ,  as  a b u s in e s s m a n ,  l i k e  t o  have  a t e s t  
c o n s t r u c t e d  f o r  u s e  as an i n s t r u m e n t  t o  measure  
s k i l l s  o f  p r o s p e c t i v e  e m p lo y e e s  i n  t h e  M is s o u la  
a r e a ?  Yes
F i v e  m in u te  s t r a i g h t - c o p y  t y p e w r i t i n g  t e s t ,  
n e t  words p e r  m in u te  b a s i s
1 4 .  Number o f  l e t t e r s  p ro d u c ed  i n  av era g e  day;
No
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66 -  70 
61 -  65  
56 -  60 
51 -  55 
46 -  50 
41 -  45 
36 -  40 
31 -  35 
30 & under
41 & ov er  
36 -  40 
31 -  35  
26 -  30 
21  -  25 
16 -  20 
11 -  15 
6 - 1 0  
5 & l e s s
